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DESKTOP SKILLS COURSEWARE

DESKTOP COMPUTER SKILLS
ADOBE

Adobe Acrobat 8.0

Creating and Working with PDFs in Adobe
ACTObat 8 ... at_adab a0l dt enus

Editing and Reviewing in Adobe Acrobat 8 at adab_a02 dt enus

Forms and Document Security in Adobe Acrobat
8 e at_adab_a03 dt enus

Advanced Features of Adobe Acrobat 8 ....at adab_a04_dt enus

Adobe Reader 8.0

Using Adobe Reader 8 ........c.ccceoeiieincnnne at adar a0l dt enus

Adobe Reader 6.0

Using Adobe Reader 6.0 .......cccoeeeeviveienienieiennen. 221552 ENG

DESKTOP COMPUTER SKILLS
ADOBE ACROBAT 5

Adobe Acrobat 5.0: Getting Started

Getting Started with Adobe Acrobat 5.0 .................. 35669 ENG

Adobe Acrobat 5.0: Up and Running

Up and Running with Adobe Acrobat 5.0 ................ 35672 _ENG

DESKTOP COMPUTER SKILLS

BEST PRACTICES FOR DESKTOP
USERS

Information Security Best Practices for Business
Users

Introduction to information security ............c......... 216913 _ENG
Operational information SECUrity .........cccccoeeerennene 217983 ENG
Malicious code and information security ............... 217043 _ENG
Information security and the Internet ..................... 216960_ENG

DESKTOP COMPUTER SKILLS
MICROSOFT OFFICE 2007

B Microsoft Office 2007: New Features

New Features for End Users in Microsoft

OFffice 2007..ccuviiiieiieieieeiereereie et 239866 ENG
Microsoft Office Excel, PowerPoint, and

OUtloOK 2007 ....c..eeeieiieieeiieieeeeie et 239874 ENG
Microsoft Access 2007 and Microsoft

Publisher 2007 ......c.cccveviieieiieieie e 239976 _ENG
Sharing and Collaboration in Microsoft

Office Enterprise 2007 ......cccoevvevverienienienereeienenn 240019 _ENG

Microsoft Office 2007: Beginning Word

Getting Started with Word 2007 ............ mo_bgwd a0l dt enus

Working with Text and Paragraphs in Word
2007 et mo_bgwd a02 dt enus

Structuring, Editing, Saving, and Opening
Documents in Word 2007..........ccccveeueenne mo_bgwd a03 dt enus

Printing, Help, and Automated Formatting in
Word 2007..c..coveeeeeeeeeereeeeeee mo_bgwd a04 dt enus

Working with Documents in Word 2007 mo_bgwd_a05_dt enus

Microsoft Office 2007: Advanced Word

Advanced Formatting in Word 2007 ...... mo_adwd a0l _dt enus

Advanced Document Navigation and Document

Reviews in Word 2007 .........cccooevenenene. mo_adwd_a02_dt_enus
Using Tables, Charts, and Graphics in Word
2007 et mo_adwd_a03 dt enus

Microsoft Office 2007: Word for the Power User

Advanced Data Manipulation Features in Word
2007 et mo_wdpu_a0l dt enus

Advanced Document Features in Word 2007 mo_wdpu_a02_dt enus

Collaborative Features in Word 2007 .... mo_wdpu_a03_dt enus

Microsoft Office 2007: Beginning Excel

Getting Started with Excel 2007 ............. mo_bgex a0l dt enus
Manipulating and Formatting Data and

WOrksSheets .......coevvevienieieieiecceeee mo_bgex a02 dt enus
Reviewing and Printing in Excel 2007 ... mo_bgex a03 dt enus
Excel 2007 Formulas and Functions ....... mo_bgex a04 dt enus
Excel 2007 Charts, Pictures, Themes, and

SEYLES et mo_bgex a06_dt enus

Microsoft Office 2007: Advanced Excel

Advanced Formatting in Excel 2007 ....... mo_adex_a0l dt enus
Advanced Data Management in Excel 2007 mo_adex a02 dt enus

Advanced Customization in Excel 2007 ..mo_adex_a03_dt_enus
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Analyzing Data in Excel 2007 ................ mo_expu_a0l dt enus
Protecting and Sharing Excel 2007 Workbooks mo_expu_a02_dt enus
Exchanging Data with Excel 2007 .......... mo_expu_a03 dt enus

Microsoft Office 2007: Beginning PowerPoint

Getting Started with PowerPoint 2007 ....mo_bgpp a0l dt enus

Adding Graphics to Presentations in
PowerPoint 2007.......ccceveieeeeniriienenne mo_bgpp a02 dt enus

Adding Multimedia and Animations to
Presentations.........cceeveeerieeieneenienieeeenne. mo_bgpp a03 dt_enus

Microsoft Office 2007: Advanced PowerPoint

Creating Custom Slide Shows in PowerPoint
2007 et mo_adpp_a01 dt enus

Distributing Presentations in PowerPoint
2007 .o mo_adpp_a02_dt enus

Microsoft Office 2007: Beginning Outlook

Getting Started with Outlook 2007 .......... mo_bgol a0l dt enus

Formatting and Managing E-mail in Outlook
2007 ..o mo_bgol a02 dt enus

Using the Calendar in Outlook 2007 ....... mo_bgol a03 dt enus

Using Contacts, Tasks, Notes, and
Customizing the Interface in Outlook 2007mo_bgol_a04_dt enus

Completing Searches, Printing Items, and
Working with RSS Feeds in Outlook 2007mo_bgol a05_dt enus

Microsoft Office 2007: Advanced Outlook

Customizing Outlook 2007 and Using the
Journal ......ccovieiinieieeeeeeeee e mo_adol a0l dt _enus

Configuring Rules, Alerts, and Junk E-mail
Settings in Outlook 2007 ........ccccoeveeeneee mo_adol a02 dt enus

Working with SharePoint, Calendars, and
Forms in Outlook 2007.........cccccceeverurennene mo_adol a03 dt_enus

Microsoft Office 2007: Outlook for the Power
User

Data Security, Archiving, and Working

Offline in Outlook 2007........ccceeveeererennene mo_olpu a0l dt enus
Instant, Text, and Unified Messaging in
Outlook 2007 ....c.oeeeiiiriiereeeeeee mo_olpu_a02 dt enus

Business Contact Manager with Outlook 2007 mo_olpu_a03_dt enus

Microsoft Office 2007: Beginning Access

Getting Started with Access 2007 ........... mo_bgac a0l dt enus
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B Microsoft Office 2007: Excel for the Power User

Basic Access 2007 Tables .........cccceeneneee. mo_bgac_a02 dt enus
Basic Access 2007 Forms ........ccccccveneenee. mo_bgac_a03 dt enus

Queries and Reports in Access 2007 ....... mo_bgac_a04 dt enus

Microsoft Office 2007: Advanced Access

Importing and Exporting Data and Data
Presentation in Access 2007..................... mo_adax_a0l dt enus

Advanced Data Management in Access 2007 mo_adax_a02_dt_enus

Microsoft Office 2007: Access for the Power User

Programmability and Administration in Access
2007 et mo_acpu_a0l dt enus

Database Administration in Access 2007 mo_acpu_a02_dt enus

Microsoft Office 2007: Beginning Visio

Creating Visio 2007 Diagrams ................ mo_bgvs_a0l dt enus

Enhancing and Customizing Diagrams in Visio
2007 ettt mo_bgvs_a02 dt enus

Collaborating and Using Visio 2007 With
Other Programs ............ccocevenenenieninennne mo_bgvs_a03 dt enus

Microsoft Office 2007: Beginning Project

Creating and Designing a Project ............ mo_bgpr a0l dt enus
Specifying and Assigning Resources in

Project 2007 ..c..ooveeeieieeeeneeeeeee mo_bgpr a02 dt enus
Tracking and Reporting Progress ............ mo_bgpr a03 dt enus

Microsoft Office 2007: Advanced Project

Advanced Customization with MS Project 2007 mo_adpr a0l dt enus

Project Data Management and Performance mo_adpr a02 dt enus

Microsoft Office 2007: Publisher

Creating Customized Publications with
Publisher 2007........ccccoveeveireninineninieene mo_pblr_a01_dt_enus

Extending Publisher 2007 Beyond Publications mo_pblr a02 dt _enus

Microsoft Office SharePoint Server 2007 End
User

SharePoint 2007 Essentials ..........ccccocevenenencnennnne 250450 ENG
Creating and Managing Personal Sites and
Searches in SharePoint 2007 .........cccceeveeveeieciennene 250463 ENG
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Microsoft Office 2007: Collaborating,
Communicating, and Sharing Information

Microsoft Office 2007: Collaborating with

Groove and Communicator..................... mo _ncmg_ a0l dt enus
Microsoft Office 2007: Sharing Information
with OneNote 2007.......ccccvevvvereeienennns mo_ncmg_a02 dt enus

Microsoft Office Project Server 2007: Managing
Projects

Initiating Projects with Project Server 2007 mo_psmp a0l _dt enus
Planning Projects with Project Server 2007 mo_psmp_a02_dt_enus

Managing Resource Capacity in Project Server
2007 et s mo_psmp_a03_dt enus

Executing Projects with Project Server 2007 mo_psmp_a04 dt _enus

Monitoring, Controlling, and Closing
Projects .o.eoveieeieieeeceeee e mo_psmp_a05_dt enus

DESKTOP COMPUTER SKILLS

Microsoft Office XP - Advanced Access 2002

Advanced Database Design in Access 2002 .......... 116022_ENG
Advanced Database Features in Access 2002 ........ 116051 _ENG

Microsoft Office XP: Advanced Excel 2002

Advanced Data Management in Excel 2002 .......... 114461 _ENG
Advanced Data Manipulation and Analysis in
ExXCel 2002......cciiiiiiiiiiiiiiciiccee 114635_ENG

Microsoft Office XP: Advanced FrontPage 2002

Building and Modifying Web Sites in

FrontPage 2002..........cocoovieviriininiininecicneeienene 115955 ENG
Enhancing and Publishing Web Sites in
FrontPage 2002.........cccooiiriiiiiiiiiinicieeeeeeeen 115977 ENG

Microsoft Office XP: Advanced Outlook 2002

Managing Outlook 2002 ............ccccceeiniiiicnnnnne. 114389_ENG

Microsoft Office XP: Advanced PowerPoint 2002

Customizing, Running, and Broadcasting

PowerPoint 2002 Presentations ............cccceceeeveenene 116195 _ENG
PowerPoint 2002 Customization and Office XP
INtEGratioN....cveeeietieiieiieieieeeeeee e 116211_ENG

Microsoft Office XP: Advanced Word 2002

Advanced Formatting and Navigation in Word

2002ttt 114968 ENG
Advanced Document Features in Word 2002 ........ 114983 _ENG
Collaborative Features in Word 2002 .................... 115008_ENG

Microsoft Office XP: Beginning FrontPage 2002

FrontPage 2002 Basics ........cccevvevverierienereeiennenn 114938 ENG
Enhancing and Managing Web Sites with
FrontPage 2002 .........ccccooievinieninicnenceeneceeee 114955 ENG

Microsoft Office XP: Beginning Outlook 2002

Introducing Outlook 2002 .........ccceoevereiecrenene. 115146_ENG

Microsoft Office XP: Beginning PowerPoint 2002

Creating Presentations using PowerPoint 2002 ..... 115027_ENG

Microsoft Office XP: Beginning Word 2002

Creating Documents in Word 2002 ...................... 114325_ENG
Working with Documents in Word 2002 ............... 114346_ENG

Microsoft Office XP: Common Features Across
Office Applications

Common Features in Microsoft Office XP ............ 115172_ENG

Microsoft Office XP: New Features for Advanced
Users

Office XP for the Advanced User .........cccccceeuenneee. 116275 _ENG

Microsoft Office XP: Beginning Visio 2002

Creating Diagrams in Visio 2002 .........c.cccceoenenee. 117077_ENG
Working with Diagrams in Visio 2002 .................. 117090 ENG

Microsoft Office XP: New Office-wide Features

New Features Review of Microsoft Office XP ...... 116084 ENG

Microsoft Office XP: New Features for End-Users

New and Enhanced Features for End-Users in
OFfICE XP vt 116224 ENG

Microsoft Office XP: Beginning Access 2002

Introduction to Access 2002 .........cceoveeveerereeeennen. 117147 _ENG
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Intermediate Access 2002 .......cccoecveveevenieienienienne 117172_ENG

Microsoft Office XP: Beginning Excel 2002

Basic Features of Excel 2002 .......cccccevvveviieieiennenne 115096 _ENG
Optimizing Excel 2002 ........cccccovvirininineinieenne 115117_ENG

DESKTOP COMPUTER SKILLS

MICROSOFT WINDOWS XP FOR END
USERS

Microsoft Windows XP: Getting Started

Introducing Windows XP .......cccocevivieninienienenne 112615_ENG

Microsoft Windows XP - New Features

Windows XP: Fundamentals ...........ccccceoerveniennenne 112553 ENG
Windows XP: Advanced 112554 ENG

Microsoft Windows XP for Beginners

Getting Started with Microsoft Windows XP ........ 112949 ENG
Up and Running with Microsoft Windows XP ...... 112954 ENG

DESKTOP COMPUTER SKILLS
MICROSOFT OFFICE 2003

Microsoft Office 2003: New Features

Microsoft Office 2003: New Features for End

USETS .ttt 117529 ENG
Microsoft Office 2003: New Features for
OUIOOK USETS....eouvieieiieiieieeiierieeiieie e 126060 _ENG
Microsoft Office 2003: New Applications ............. 117531 _ENG
Microsoft Office 2003: New Features for
Advanced USETS.......ccuevuieverieienieienieeieie e 117530_ENG

Microsoft Office 2003: Getting Started

Printing, Help, and Automated Formatting in

Word 2003.......c.coiiiiiieecineeeccceae ... 116299 _ENG
Working with Documents in Word 2003 ............... 112998 ENG
Working with Tables and Media Features in

Word 2003........coeuiiiiiieiciceinree e 116894 _ENG

Microsoft Office 2003: Advanced Word

Advanced Formatting in Word 2003 ..................... 113095 _ENG
Advanced Document Navigation in Word 2003 .... 126778 ENG

Advanced Data Manipulation Features in Word

2003 113114_ENG
Using Tables, Charts, and Graphs in Word

2003ttt 126789_ENG
Advanced Document Features in Word 2003 ........ 121072_ENG
Collaborative Features in Word 2003 .................... 113139 _ENG

Microsoft Office 2003: Beginning Excel

Basic Features of Excel 2003 .......cccccoevievvveeeennen. 113187_ENG
Printing and Collaborating in Excel 2003 .............. 122518_ENG
Excel 2003 Formulas and Functions .... ... 113221 _ENG
Formatting Data in Excel 2003 ...........ccccoeeeennnn. 119827 ENG
Excel 2003 Chart and Multimedia Features .......... 119828 ENG

Microsoft Office 2003: Advanced Excel

Advanced Customization in Excel 2003 ................ 119829 ENG
Advanced formatting in Excel 2003 ...................... 125656 _ENG
Advanced Data Management in Excel 2003 .......... 113262_ENG
Advanced Data Analysis in Excel 2003 ................ 113309 _ENG
Advanced Validation and Collaboration in

ExXCel 2003.....ccuiiiiiiiieieieeeinceereceeee e 121344_ENG
Advanced Data Exchange in Excel 2003 ............... 119748 ENG

Microsoft Office 2003: Beginning PowerPoint
Creating Basic Presentations using

PowerPoint 2003 .......ccoooieiriiirireeeeceeee e 121838 ENG
Slide Layout and Design in PowerPoint 2003 ....... 123164 ENG
Using Visuals in PowerPoint 2003

Introduction to Microsoft Office 2003 ................... 121587_ENG PreSentations ............cceveeverueveerereereesereereesenans .... 125933 ENG

Formatting and printing files in Office 2003 ......... 121643_ENG Finalizing PowerPoint 2003 presentations ............ 123167_ENG
B Microsoft Office 2003: Beginning Word Microsoft Office 2003: Advanced PowerPoint

Getting Started with Word 2003 .........cccceevenienene 1 12997_ENG Customizing PowerPoint 2003 Presentations ........ 121956_ENG

Working with text and paragraphs in Word Preparing PowerPoint 2003 Presentations for

2003 .. aens 124981 ENG EFfeCtive DElIVETY ..vveverererereseseseeeseeseesesesssssesssso 125830 ENG

Structuring,' editing, saving, and opening Running, Broadcasting, and Reviewing

documents in Word 2003 ..........cccccooeveeeeieieeinieeens 1233 83_ENG PowerPoint 2003 Presentations .......oeeeeeeeeeeeeoeens 124997_ENG
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Settings, Customization, and Office 2003
Integration with PowerPoint 2003 ............c.ccccenee 121957_ENG

Microsoft Office 2003: Beginning Access

Getting Started with Access 2003 .........ccccceeeenene 125937 ENG
Basic Access 2003 Tables ...125947 ENG
Basic Access 2003 Forms 125956_ENG
Using Queries and Reports in Access 2003 ........... 125964 ENG
Personalizing and Maintaining Access 2003 ......... 125984 ENG

Microsoft Office 2003: Advanced Access

Enhancing Tables, Forms, and Reports in
ACCESS 2003 ..t 126934 ENG

...126944 ENG

Advanced Querying in Access 2003

Working with Data and Presentation in Access

2003 . 126950 ENG
Access 2003 and the Web ...126959 ENG
Access 2003 Programmability ...........ccccoeceerveeenen. 126965 ENG
Database Administration in Access 2003 .............. 126973 _ENG

Microsoft Office 2003: Beginning Outlook

Sending and Receiving Messages in Outlook

2003 . 113430_ENG
Formatting and Managing Messages in Outlook

2003 . 128879_ENG
Scheduling events, Appointments, and

meetings in Outlook 2003...........cccooiverercincnene. 128880 ENG
Using Task Lists, Contact Lists, and Notes

in Outlook 2003 ........cooiviieieieiirccccc e 128881_ENG

Microsoft Office 2003: Advanced Outlook

Customizing E-mail, Views, Navigation, and

E-mail Accounts in Outlook 2003 ...........cccccveenene 131326_ENG
Tracking, Categorizing, Searching, and

Printing in Outlook 2003 .........ccoceoeveirvincneiene. 131341_ENG
Configuring Rules, Alerts, and Junk Mail

Settings in Outlook 2003 .........ccccoviriiinieneeneene 113469 ENG
Sharing Folders, Schedules, and Contacts and

Using SharePoint Data in Outlook 2003................. 129976_ENG

Newsreaders, Online Meetings, Instant
Messaging, and Faxing Information in Outlook

2003 132615_ENG
Customizing Toolbars and Commands and
Creating Forms in Outlook 2003 .........c..cccccoecennne. 132616_ENG

Outlook 2003 and Business Contact Manager ....... 132617 _ENG

Microsoft Office 2003: Beginning Project
Professional

Creating and Defining a Project ..........ccccecveennnne. 132490 ENG
132510_ENG

Specifying and Assigning Resources

Tracking and Reporting Progress using
Project Professional 2003..........cccccveveeienenieeennen. 132504 ENG

Microsoft Office 2003: Advanced Project
Professional

Advanced Customization ...........cceceeeeereereereenenne 132661 _ENG
Sharing Project Data and Working with Macros ... 132659 ENG
Organizing and Managing Project Information ..... 205433 ENG

Working Collaboratively .........cccoceveeveninieinnnen. 201354 _ENG
Enterprise Project Management ..........c..ccccccecennenne. 201357_ENG
Advanced Analysis of your Project .........c.ccccceue.... 206372_ENG

Microsoft Office 2003: Visio for Beginners

Creating Diagrams with Visio 2003 ...................... 132531 _ENG
Developing Diagrams with Visio 2003 ................. 132532 ENG
Visio 2003 and Other Programs 132533_ENG

Microsoft Office 2003: Beginning FrontPage

Getting Started with FrontPage 2003 .................... 121449 ENG
Working with graphics, hyperlinks and tables

in FrontPage 2003 ........cccooooiiiiiininieecececee 131714 ENG
Working with Web Sites in FrontPage 2003 ......... 122475 ENG
Organizing Content Using Templates and

Frames in FrontPage 2003..........cccocoieneiiiinnenn. 122481 ENG
Structuring and Publishing Web Sites in

FrontPage 2003 .........cccooiininiiiinicenceeneeeen 122092 ENG

Microsoft Office 2003: Advanced FrontPage

B Microsoft Office 2003: Outlook for the Power Working with Code in FrontPage 2003 .............. 122120 ENG
User Importing and Working with Data in FrontPage
Data Security in Outlook 2003 oo 132613_ENG 2003....: ................ — s 121653_ENG
Archiving and Storing Data, and Using IRM in E(I)l(})? I;C;Zigseb Sites with Advanced FrontPage 122099 ENG
Outlook 2003 .....coovevireeiiiincireieeeeeeeeeeees 206606_ENG oo T " -
Working in Outlook 2003 from Multiple Administering Web Sites in FrontPage 2003 ........ 122100_ENG
LOCAtIONS .....ccviiiiiiiiiiicicccce e 132614_ENG Using Windows SharePoint Services and
B FrontPage 2003 .........ccoovvevrerrerceereeceeieeeeeneeeesenans 131456_ENG
www.skillsoft.com {la :
>4 SkillSoft Corporation ©2007 - Information subject to change. SklI ﬂ'



DESKTOP SKILLS COURSEWARE

Microsoft Office 2003: Publisher

Getting Started with Publisher 2003 ...................... 204924 ENG
Working with Text Boxes, Text, and Tables in

Publisher 2003 ..........ccoiviviiiiiiiiiiicee, 207503_ENG
Printing and Working with Graphics and

Objects in Publisher 2003 ...........ccoceiiiineiiieene 204925 ENG
Working with E-mail and Web Sites in

Publisher 2003 ..........ccooeiiiiiiiiiiicicce 204927_ENG
Working with Mail and Catalog Merges in

Publisher 2003 ........c.oovvevirieincincinccrneereeeee 207309_ENG
Advanced Design Techniques and Printing with

Publisher 2003 ..........ccoiiiiiiiiiiiiciicce, 204928 ENG

DESKTOP COMPUTER SKILLS
MICROSOFT PROJECT 2002 (AUDIO)

Microsoft Project 2002: Beginners

Getting Started with Project 2002 ...........ccceceeenene 117545 _ENG
Up and Running with Project 2002 ........................ 117554 ENG
Tracking and Reporting with Project 2002 ............ 117565_ENG

Microsoft Project 2002: Advanced

Data Sources, Templates, and Customization

in Project 2002........coiiiiieieeieeeeeeeeeeee 117348 ENG
Workgroup, Collaboration, and Advanced
Reporting Options in Project 2002 ...........ccccoeeunee 117361_ENG

DESKTOP COMPUTER SKILLS
MICROSOFT OFFICE 2000

Microsoft Office 2000: New Features

Microsoft Office 2000 - New Features for

USETS .ttt 110856 _ENG
Microsoft Office 2000 - New Features for
POWET USEIS..ccouviiiiiiiiiiieiiceicceeseeee e 110857 _ENG

Microsoft Office 2000: Beginning Word 2000
Microsoft Office 2000 - Beginning Word .............. 110946_ENG
Microsoft Office 2000 - Intermediate Word .......... 110947 _ENG

Microsoft Office 2000: Deployment and
Administration

Microsoft Office 2000 - Deployment and

Microsoft Office 2000: Advanced Word 2000

Microsoft Office 2000 - Advanced Word .............. 111009 _ENG
Microsoft Office 2000 - Word for Power Users .... 111010 ENG

Microsoft Office 2000: Advanced Excel 2000

Microsoft Office 2000 - Advanced Excel .............. 111238 ENG
Microsoft Office 2000 - Excel for Power
USEIS. .ttt ettt ettt ettt 111287 ENG

Microsoft Office 2000: Beginning Excel 2000

Microsoft Office 2000 - Beginning Excel ............. 111080_ENG
Microsoft Office 2000 - Intermediate Excel .......... 111081 _ENG

Microsoft Office 2000: Beginning Project 2000

Microsoft Office 2000 - Beginning Project ........... 112243 ENG
Microsoft Office 2000 - Intermediate Project
2000ttt 112268 _ENG

Microsoft Office 2000: Advanced Project 2000

Office 2000 - Advanced Project ........cccevvvevenennee. 112366 _ENG

Microsoft Office 2000: Access 2000

Microsoft Office 2000 - Beginning Access ........... 111352 _ENG
Microsoft Office 2000 - Intermediate Access ........ 111353 _ENG
Microsoft Office 2000 - Advanced Access ............ 111354 ENG

Microsoft Office 2000: PowerPoint 2000

Microsoft Office 2000 - Beginning PowerPoint

200000 ettt et e 111348 ENG
Microsoft Office 2000 - Advanced PowerPoint
2000, 111408 ENG

Microsoft Office 2000: Outlook 2000

Microsoft Office 2000 - Beginning Outlook ......... 112000 ENG
Microsoft Office 2000 - Advanced Outlook .......... 112030_ENG

Microsoft Office 2000: FrontPage 2000

Microsoft Office 2000 - Beginning FrontPage ..... 112290_ENG
Microsoft Office 2000 - Advanced FrontPage ....... 112291 ENG

DESKTOP COMPUTER SKILLS

AdmInistration..........coceevveiiiiiniinninieene 110906_ENG MICROSOFT VISIO 2000
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B Microsoft Visio 2000: Getting Started B Lotus Notes 6: End User
Getting Started with Visio 2000 ..........ccccccceeeennnee. 31684 ENG Lotus Notes 6 End User: Using Notes and
Notes Mail.....ooeieiiiiiieieeeeeee e 99908 ENG
B Microsoft Visio 2000: Up and Running Lotus Notes 6 End User: Using the Calendar
and To Do List Features and TeamRoom
Up and Running with Visio 2000 ..............cccceeee..... 31687 ENG Collaboration..........cceeveeirieuineererinieenrerereereeereeneeees 110772_ENG
Lotus Notes 6 End User: Personalizing Notes
DESKTOP COMPUTER SKILLS 6 FAUIES ..evveeiieeiieeieeceee e 112937 ENG
Lotus Notes 6 End User: Using Notes 6 Mail
HOME AND PERSONAL REMOLELY .ovoovvvevevaeeeereeeesenseese s 106926_ENG
Lotus Notes 6 End User: iNotes ........cccceceeeeennnnn. 107783 _ENG
B Home Networking with Microsoft Windows XP
DESKTOP COMPUTER SKILLS
Home Networking with Microsoft Windows XP .....66335_ENG
MICROSOFT INTERNET EXPLORER 7
B Home and Personal - Contains No Assessments
Microsoft Internet Explorer 7: End User
DESKTOP COMPUTER SKILLS
Fundamentals of Internet Explorer 7 ..................... 250164 _ENG
LOTUS NOTES 8 Customization and Security in Internet
EXPLOTET T 250177 _ENG
B Lotus Notes 8: New Features for End Users
DESKTOP COMPUTER SKILLS
Lotus Notes 8: New Features for End Users ia_Innf a0l dt enus
MICROSOFT INTERNET EXPLORER 6
B Lotus Notes 8: End User
Microsoft Internet Explorer 6
Getting Started with Lotus Notes 8 and Using
Mail oot ia_lteu a0l dt enus Fundamentals of Internet Explorer 6 ..................... 117246 _ENG
Scheduling Events and Managing Applications ia_lteu_a02_dt _enus Moving on with Internet Explorer 6 ...................... 117260 ENG
Working with Instant Messaging, Contacts,
and BlOgS ....cveveeiiiiieieeee e ia_lteu a03 dt enus DESKTOP COMPUTER SKILLS
Using Productivity Tools and Accessing Lotus
Notes 8 Remotely .......oeeveveveieieiiiieieiennns ia_lteu_a04 dt enus MICROSOFT INTERNET EXPLORER 5.5
DESKTOP COMPUTER SKILLS Internet Explorer 5.5: Getting Started
LOTUS NOTES 7 Getting Started with Internet Explorer 5.5 ............... 31706_ENG
B Lotus Notes 7: End User DESKTOP COMPUTER SKILLS
Getting Started with Lotus Notes 7 and Mail ......... 233489 ENG NETSCAPE 6.2
Managing Mail, Instant Messaging, and
Contacts in Lotus NOtes 7......cceoeeverierienineenienienne 233490 ENG Netscape 6.2: Getting Started
Working with Databases, the Calendar, and
the To Do List in Lotus Notes 7.......ccccecveveeveevennenn 233491 ENG Introduction to Netscape 6.2 .......ccccecvevveeenieeeennnne 73948 ENG
Using Lotus Notes 7 Remotely ........ccocevereecinennne 233492 ENG
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Netscape 6 - Getting Started

Introduction to Netscape 6 ........ccceeceverereeieecnennennes 31509 _ENG

DESKTOP COMPUTER SKILLS
PDAS

Palm OS

Getting Started with a Palm Handheld Device ......... 73269_ENG

Pocket PC 2002

Getting Started with Pocket PC 2002 ...................... 71695_ENG

DESKTOP COMPUTER SKILLS
SEAGATE CRYSTAL REPORTS

Crystal Reports Xl: Report Writing Basics

Reporting Basics with Crystal Reports XI ............. 234748 ENG
Managing Data and Distributing Reports with
Crystal Reports XI.......cooceviriienieienieeieiesceie e 234758 ENG

DESKTOP COMPUTER SKILLS
MICROSOFT WINDOWS VISTA

Microsoft Windows Vista: New Features for End
Users

Windows Vista User Experience ..........ccccceeveunnee. 242954 ENG
Windows Vista Security and Performance
IMProvements...........ccoeeeeverienenienenecicneeienene 242964 ENG

Microsoft Windows Vista for the End User

Getting Started with Windows Vista ...... mv_wveu_a0l it enus

Work with Files, Programs, and Printing in
Windows Vista ......ccocceevvenierieneeniinieiene mv_wveu_a02 it enus

Navigating the Web and System Maintenance
with Windows Vista ........ccccceerincnnnnnne mv_wveu_a03 it enus

DESKTOP COMPUTER SKILLS
MENTORING ASSETS

Mentoring Access 2000 .......ccccevveierievieninierieeeene. mntac2000c
Mentoring Outlook 2000 .........cccoecveveeevenirienieeinne. mntol2000c
Mentoring PowerPoint 2000 ...........cccceveeereecnennnne mntpp2000c
Mentoring Excel 2000 Expert .........ccceeveveeirenenennee. mntex2000e
Mentoring Word 2000 EXpert .........coccevevveveccncnnnn mntwd2000e
Mentoring Word 2002 .........cccoceverinenencrinicncnnenne mntwd2002c
Mentoring Excel 2002 ........ccccovevenenienieeieiereenees mntex2002¢
Mentoring Access 2002 mntac2002c¢
Mentoring Outlook 2002 .........cccoeeveveievienieienieeienne. mntol2002¢
Mentoring PowerPoint 2002 ..........ccccoevevvererinnnnne. mntpp2002¢
Mentoring Word 2002 EXpert .........ccoceveveereereneennnne mntwd2002e
Mentoring Excel 2002 EXpert .........ccceeveveeirenenennee. mntex2002e
Mentoring Word 2003 ........ccccoovevirinenencincncnenne mntwd2003c¢
Mentoring Microsoft Project 2000 Core ................... mntpr2000c
Mentoring Microsoft Project 2002

COMPIENENSIVE. ..ottt mntpr2002¢
Mentoring Word 2003 EXpert ........ccocevvevveveccncnnenn mntwd2003e
Mentoring Excel 2003 EXpert .......c..ccccecevverenenenen. mntex2003e
Mentoring Excel 2003 ........cooooiiieninieieiceeeee mntex2003c
Mentoring Access 2003 .........cooeierenienieenereeees mntac2003¢
Mentoring PowerPoint 2003 ..........cccooveviervriennne. mntpp2003c
Mentoring Outlook 2003 ........c.ccoevievevivieniinineinnee mntol2003¢
Mentoring Using Word 2007 ........ccccceeviveeinenenennene mntwd2007
Mentoring Using Excel 2007 mntex2007
Mentoring Using PowerPoint 2007 ........cc.cccceeuenenn. mntpp2007
Mentoring Using Outlook 2007 .......c..cccecevereneneennene. mntol2007
Mentoring Using Access 2007 ....cccooveeerineneneennne. mntac2007
Mentoring 70-632 TS: Microsoft Office

Project 2007, Managing Projects..........ccoeceevvereereennnne. mnt70632

DESKTOP COMPUTER SKILLS

TEST PREPS

Test Preps

TestPrep Using Word 2007 ........ccccoeevueneennee. TPWD2007_ENG
TestPrep Using Excel 2007 ......cccocvevvveeereennens TPEX2007_ENG
TestPrep Using PowerPoint 2007 ..................... TPPP2007_ENG
TestPrep Using Outlook 2007 ........ccceveuenenee. TPOL2007_ENG

TestPrep Using Access 2007

TestPrep 70-632 TS: Microsoft Office Project
2007, Managing Projects.........cceceeevereerueneevuenuenns TP70632_ENG

TPAC2007 ENG

NETG DESKTOP

Bl Mentoring Assets
Mentoring Word 2000 ........ccccoeeeeviinienienieienieiene mntwd2000c CONSUMER/ HOME OFFICE
Mentoring Excel 2000 ........ccceovveiiiineneieceenees mntex2000c
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DESKTOP SKILLS COURSEWARE

Graphics Design Tools

Macromedia FreeHand MX Part 1 .................. en US 15036 ng
Macromedia FreeHand MX Part 2 .................. en US 15037 ng
Macromedia FreeHand MX Part 3 en_US 15038 _ng
Macromedia FreeHand MX Part 4 en_US 15039 _ng
Macromedia FreeHand MX Part 5 en US 15040 ng
Macromedia FreeHand MX Part 6 .................. en US 15041 ng

Home Productivity

Encyclopedia Britannica 2003 Ready Reference en US 15082 ng
Microsoft Works Suite 2005 - Creating

Documents..........cooeeriiinienieenieiieseeeeee en US 15458 ng
Microsoft Works Suite 2005 - Creating
SpreadSheets .......ccceveererereneieecece e en_US 15459 ng
Microsoft Works Suite 2005 - Creating
Databases........cccoeeierierierieeieieeeeieeeee e en_US 15460 ng
Microsoft Office OneNote 2003 ..................... en_US 15084 ng

Microsoft Works Suite 2004 - Introduction ....en_US 15801 ng
Microsoft Works Suite 2004 - Creating

Documents..........ooceerieinienieenieiieeeeeeee en US 15802 ng
Microsoft Works Suite 2004 - Creating
SpreadSheets .......ccceveerirereneeeeece e en_US 15803 ng
Microsoft Works Suite 2004 - Creating
Databases........cceoveeeerierieriieieie e en_US 15804 ng

Microsoft Windows XP Tablet PC Edition 2005 en_US 15808 ng

Microsoft Windows XP Media Center Edition
2005 et en_US 15814 ng

Microsoft Works 2003 - Introduction ............. en_US 15006 ng
Microsoft Works 2003 - Creating Documents en_US 15007 ng
Microsoft Works 2003 - Creating Spreadsheets en_ US 15008 ng
Microsoft Works 2003 - Creating Databases ..en_US_15009_ng
WordPerfect Office 11 - WordPerfect 11 ....... en_US 15030_ng

WordPerfect Office 11 - QuattroPro 11 .......... en US 15031 ng
WordPerfect Office 11 - Presentations 11 ...... en US 15032 ng
NEtMEECLING ..ovvevveeeieiieiieieeie et en_US 15042 ng
Surf and Communicate with the Internet ........ en_US 15124 ng
Introduction to Microsoft Works Suite 2005 ..en_US 15457 ng
America Online Service 9.0 Optimized .......... en US 15046 ng
Discover Your Tablet PC .........ccccvvveiienenene en_US 15072 ng
Basic Troubleshooting ............cccceveevienereenene en_US 15100 ng
Preventative Maintenance ............c..coccecevueneene. en_US 15104 ng
Microsoft Windows XP Fundamentals ........... en US 15098 ng
Internet Fundamentals ............ccccoovevienienneenene en_US 15119 ng

Operating System

Using Your Microsoft Windows Vista Tablet PC KN00015890_ng

B Technology

Norton Personal Firewall 2004 ........................ en_US 15057 ng
Norton AntiSpam 2004 ..........cooceveieiieceenenne en_US 15059 ng
McAfee Personal Firewall ............cccccecvvennnne. en_US 15062 ng
McAfee VirusScan en_US 15063 ng
Building a Wired Network ..........cccceoeeieeenenne. en_US 15122 ng
Building a Wireless Network .........c..cccceceeneeee. en_US 15123 ng
Secure E-mail .....ccoocoeviiiieiiniiiieeee en_US 15125 ng
Using Your Dell Axim (x30) ...coovvveriereeneennen. en_US 15131 ng
McAfee Privacy Service (v7.0/2005) .............. en US 15441 ng
Using Your Dell Axim (x50) en_US 15456 ng
Norton Personal Firewall 2005 ....................... en_US 15466 _ng
Norton AntiVirus 2005 ......ccccoevereneiercncnnenn en_US 15467 ng
Norton AntiSpam 2005 ........cccoveveiiereceennnne en_US 15468 ng
Norton Privacy Control 2005 ..........cccccceeuenee. en_US 15469 ng
Norton Parental Control 2005 .............cccoeneeenee. en_US 15473 ng
Securing Your PC en_US 15793 ng
Growing with Technology - Level K ............... en_US 15794 ng
Growing with Technology - Level 1 ............... en US 15795 ng
Growing with Technology - Level 2 ............... en US 15796 ng
Growing with Technology - Level 3 ............... en_US 15797 ng
Growing with Technology - Level 4 ............... en_US 15798 ng
Growing with Technology - Level 5 ............... en US 15799 ng
Home Networking with Windows XP ............. en US 15002 _ng
PDA and Pocket PC Fundamentals ................. en_US 15020 ng

Wireless Networking for Small Businesses .....en_US_ 15029 ng

Digital Media

Digital Photography .........cccccceveiereneiecnenes en_US 15000 ng
Digital Video Editing ..........cccoooeverenenecnene. en_US 15001 ng
CD and DVD Creation ........cccceeceveenueeeeneennenns en_US 15019 ng
Transfer Digital Images .........cccocevveeveeienennenne en_US 15051 ng
Organize, Edit, and Share Digital Images:

Pinnacle Instant PhotoAlbum.............cccceeeeee. en_US 15053 ng
Manage and Store Digital Images ................... en US 15054 ng
Display Digital Images Electronically ............. en_US_15055_ng
Protect and Share Digital Movies: Pinnacle

Instant VideoAlbum ..........ccooevininenieecnene. en_US 15056 ng
Roxio Easy Media Creator 7 ........ccccceeveeveeenene en_US 15061 ng
Capture Digital Video en_US _15086_ng
Store Digital Video .....ccccceevriieninenecceeee en_US 15087 ng
Transfer Digital Video .........cccoceverenenccncne. en_US 15088 ng
Display of Digital Video ........ccccevveevieierennene en_US 15090 ng
Sonic RecordNow! Deluxe .........cccecvreeeuennenne. en_US 15109 ng
Ripping and Burning Digital Music ................ en US 15113 ng
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MusicMatch Jukebox 8.2 ......cccecevirincnennene. en_US 15114 ng
Paint Shop Photo Album 5 ........cccceeieiinienene en_US 15461 ng
Paint Shop Pro 9 - Introduction ...................... en_US 15462 ng

Paint Shop Pro 9 — Enhancing Your Images ...en_US 15463 ng
Paint Shop Pro Studio en_US 15475 ng
Understanding Digital Printing ...........c.cccc..... en_US 16186 _ng

Financial Management

Money 2003 - Manage Your Finances ............ en_US 15004 ng
Basic Personal Finance ..........ccccccceceveninennne. en_US 15043 ng
Managing Your Taxes Using TurboTax 2003 en_US 15045 ng
Quicken 2004 Deluxe - Managing Your Personal

FINances . .....ccceoveeeieiierieeeseeeeee e en_US 15047 ng
Microsoft Money 2004 Standard .................... en US 15094 ng
Simplify Your Tax Preparation ..............coc...... en_US 15437 ng
Quicken 2005 Deluxe - Managing Your Personal

FINances......ccceoveeeieiieneneeeecee e en_US 15470 ng
QuickBooks Pro 2005 - Setting Up ................ en_US 15471 ng

QuickBooks Pro 2005 - Basic Accounting ..... en_US 15472 ng
Microsoft Money Standard 2005 - Managing

YOoUr MONEY....coveniieieniieieniieieeieeeeeee e en_US 15474 ng
Quicken 2007 DeluXe ......ccoceveeereerierieneeieennns KNO00015915 ng
QuickBooks Pro 2007: Fundamentals .............. KN00015916_ng
QuickBooks Pro 2007: Transactions and

ReEPOIS..cueiiiiiiiiieie e KNO00015917 ng
QuickBooks Pro 2007: Centers, Lists, and
FOImS....oovviiiiieiiiiiieccccecccee KNO00015918 ng
Microsoft Money 2007 Deluxe .........cccceeruenee KNO00015919 ng
QuickBooks 2003 - Getting Started ................ en_US 15022 ng
QuickBooks 2003 - Basic Accounting ............ en US 15023 ng

PC Security

Getting to Know McAfee SecurityCenter 2007 KN00015904 ng
McAfee Internet Security Suite 2007 ............... KNO00015905_ng

Desktop Publishing and Graphics

More with Microsoft Picture It! Photo
Premium 9.0 .....ccoooivininininiicece en_US 15085 ng

Microsoft Picture It! Photo Premium 9.0 ........ en US 15105 ng
Paint Shop Pro 8 Part 1 - Getting Started ........ en_US 15017 ng

Paint Shop Pro 8 Part 2 - Working with
IMAGES oo en US 15018 ng

Office Productivity

Microsoft Works Suite 2006 - Creating

Microsoft Works Suite 2006 — Creating

Spreadsheets........coveeveeeieiieneeniieieieeeee e en_US 15817 ng
Microsoft Works Suite 2006 - Creating

Databases. ......coeeveruerierieieieeee e en_US 15818 ng
WordPerfect Office 12 - WordPerfect en_US 15805 ng
WordPerfect Office 12 - Quattro Pro ............... en_US 15806 _ng
WordPerfect Office 12 - Presentations ............ en US 15807 ng

PC & Internet Basics

Introduction to Computers and Microsoft

Windows Vista.......cccevieierieenienieienceeieeiene KNO00015910 _ng
Troubleshooting Basics for Your Microsoft
Windows Vista PC ........ccocoviiiieiiiiicieee KNO00015911 ng

NETG DESKTOP
MICROSOFT DESKTOP APPLICATIONS

Microsoft Office XP

Microsoft Word 2002 Fundamentals ............... en_US 74020 ng
Microsoft Word 2002 Proficient User ............. en_US 74021 ng
Microsoft Word 2002 Expert User .................. en US 74022 ng
Microsoft Excel 2002 Fundamentals ............... en US 74030 ng
Microsoft Excel 2002 Expert User .................. en US 74032 ng

Microsoft PowerPoint 2002 Proficient User ....en_US 74041 ng
Microsoft PowerPoint 2002 Expert User ......... en US 74042 ng

Microsoft Office 2007

Microsoft Office Access 2007: Exploring the

BaSICS et KNO00076050 ng
Microsoft Office Access 2007: Beyond the

BaSICS w.evviiiiiriee e KN00076051 ng
Microsoft Office PowerPoint 2007: Exploring

the BaSICS .ovveveeieiieieieeiecieee e KN00076041 ng
Microsoft Office PowerPoint 2007: Beyond the

BaSICS w.evuiiiiiieie e KN00076042 ng
Microsoft Office Outlook 2007: Exploring the

BaSICS vttt KN00076070_ng
Microsoft Office Outlook 2007: Beyond the

BaSICS ettt KNO00076071 ng
Microsoft Office Word 2007: Exploring the

BaSICS wevviiiiiiee e KN00076022 ng
Microsoft Office Word 2007: Beyond the

BaSICS et KNO00076023 ng

Microsoft Excel 2007: Exploring the Basics ....KN00076030 ng
Microsoft Excel 2007: Beyond the Basics ........ KN00076031 ng

Documents........ccccoeieiiineneicceececee en_US_15816_ng NETG DESKTOP
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DESKTOP SKILLS COURSEWARE

PC FUNDAMENTALS

B Internet Explorer

Windows Internet Explorer 7: Advanced
Features .........cccecevirinenenicieincnenceeeceeiene KNO00074007_ng

NETG DESKTOP
SAP DESKTOP APPLICATIONS

H SAP

EnjoySAP What's New in Release 4.6 ............ en_US 13472 ng
mySAP.com - OVErview .........ccccevveevereervennene en_US 13740 ng
SAP R/3 4.6 Purchaser ........cccceeevveneiniennene en_US 13829 ng
SAP R/3 4.6 Shipping Employee .................... en_US 13830 ng
SAP R/3 4.6 AP Accountant ..........c...ccceeenee. en_US 13832 ng
SAP R/3 4.6 Financial Accountant ................. en_US 13833 ng
SAP R/3 4.6 SD Customer Service

Representative .........coceeeeenenieiecececneeene en_US 13835 ng

SAP Customer Relationship Management (CRM) en_ US 13996 ng

NETG DESKTOP
MICROSOFT

B Windows Internet Explorer 7

Windows Internet Explorer 7: Advanced
Features .......coceeverieniniiniiicceececee KNO00074007 ng
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BUSINESS SKILLS COURSEWARE

BUSINESS STRATEGY AND
OPERATIONS

BUSINESS LAW

Fundamentals of Business Law

A Manager's Introduction to Business Law ................ LAWO0101
Contracts in Commercial Transactions ............c.cc....... LAWO0102
Employment and Labor Law .........ccccooeieieininennnne LAWO0103
American Business Formations in the 21st

CONLULY ..ttt LAWO0104
Intellectual Property and Proprietary Rights ............... LAWO0105
Lawsuits and Negotiations ...........cccevereerererereneneenns LAWO0106

BUSINESS STRATEGY AND
OPERATIONS

OPERATIONS CURRICULUM

Six Sigma DMAIC: Controlling the Improved

Process ...ccoovveeeciiieeiieeeeeeeeee, OPERO0148
BLTOPO014

Final Exam: Six Sigma Team Implementation ........ FE0002_eng

Six Sigma Team Implementation

Lean Manufacturing

Lean LOZIC .ooovvveeieiieieieeeiecte e OPERO151
Lean Value ......cccoevieiiinininiiciciccnccceececene OPERO0152
Lean Techniques ........cccocevereneieieieeieececeeeee OPERO0153
Lean Strate@ies .......ccooveveeereriereieieeerenieeeee e OPERO154
Final Exam: Lean Manufacturing ............cc.cceeueune.e. FEO0003 eng

Six Sigma Black Belt: Deployment

Six Sigma and the Corporate Enterprise .................... OPERO161
Leadership in Six Sigma .......ccccceveeienenienienieieneens OPERO0162
Organizational Goals and Objectives ...........cc.ccceue.. OPERO0163
History of Organizational Improvement and

the Foundations of Six Sigma.........cccccecvvvverenieniennenne OPERO0164
Overview of Business Process Management ............. OPERO0165

B Managing Customer-Driven Process The Importance of Metrics to Six Sigma OPERO0166
Improvement Final Exam: Six Sigma Black Belt: Deployment ....FE0018 eng
Why Customer Driven? ..........occeeeevenienienieneenienens OPERO121 Six Sigma Black Belt: The Define Phase
Identifying What the Customer Wants ...................... OPERO0122
Translating Requirements into Process Goals ............ OPERO0123 Define the Six Sigma Opportunity OPERO0171
Understanding Processes ....OPERO0124 The Six Sigma Project Charter and Plan ................... OPERO0172
Implementing IMProvements ...............cc.coevveererennne. OPERO0125 Six Sigma Team Leadership .........cocooouiniiiinininnnn. OPERO0173
Managing Process Improvements ................cccouvurnnn. OPERO0126 Six Sigma Team Dynamics and Performance ........... OPERO0174
Managing Customer-Driven Process Improvement The Six Sigma Change Agent ..........cccceeeverecrennne OPERO0175
SIMUIAtION. ...t OPERO0120 Six Sigma Management and Planning Tools ............ OPERO0176

Six Sigma and the Voice of the Customer OPERO0177

B Six Sigma Foundations Six Sigma and Critical Customer Requirements ....... OPERO0178
Six Sigma Introduction: Replaced ......... ...OPERO131 Defining and Mapping the Six Sigma Process .......... OPERO0179
Final Exam: Six Sigma Foundations ........................ FE0001 eng Scoping the Six Sigma Project .............ccooveiiinnin. OPERO0181

Final Exam: Six Sigma Black Belt: The Define

B Six Sigma Team Implementation Phase ..cueeeieiieieee e FE0019 _eng
Six Sigma: Reducing Variation to Improve Six Sigma Black Belt: The Measurement Phase
QUALIEY .. OPER0141
Six Sigma: Listening to the Voice of the Process Analysis and Documentation ..............c........ OPERO0191
CUSTOIMET ..ottt ettt OPERO0142 Probability and StatistiCs ..........ccceevrirerrerirereveriririenenas OPERO0192
Six Sigma DMAIC: Defining the Problem ............... OPER0143 Collecting and Summarizing Data ...........ccccceeerrreennee OPER0193
Six Sigma DMAIC: Measuring the Process .............. OPERO0144 Properties and Applications of Probability
Six Sigma DMAIC: Analyzing the Data ................... OPERO0145 DiStrTDULIONS ... OPER0194
Six Sigma DMAIC: Analyzing the Process ..............OPER0146 Measurement SYSTEIMS .....cceevverreruerieneneerueneerieneens OPERO0195
Six Sigma DMAIC: Improving the Process .............. OPERO0147 Analyzing Process Capability ..........ccccocevevecercncnncne OPERO0196

Calculating Process Capability .........cccceevererieriennnnne OPERO0197
; ' Q .
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Final Exam: Six Sigma Black Belt: The
Measurement Phase ..........ccccoeevvereeieneenienenieie FE0021 eng

Six Sigma Black Belt: The Improve Phase

Design of Experiments (DOE) ........c.cccceveveiincncnnnne. OPERO0211
Design and Analysis ....OPER0212
Taguchi and Quality Improvement ..........cccccecveevennene OPERO0213
Experimenting for Process Improvement .................. OPERO0214
Final Exam: Six Sigma Black Belt: The

Improve Phase ........cccoevereneieieeiceeeeeee FE0023 eng

Six Sigma Black Belt: The Control Phase

Six Sigma--Statistical Process Control ...................... OPER0221
Control Charts and the Pre-control Process ....OPER0222
Six Sigma--Lean Tools for Control ............ccceeenenne. OPER0223
Six Sigma--Measurement System Re-analysis .......... OPER0224
Final Exam: Six Sigma Black Belt: The

Control Phase........ccoovvieviieienieieneeeceeeeee FE0024 eng

Six Sigma Black Belt: The Analyze Phase

Exploratory Data Analysis ... ....OPER0251
Hypothesis TeStNg .......cccoecvererienienierieneeienieieniens OPER0252
Tracking and Reporting Progress using

Project Professional 2003 ..........ccoeoevineneieineneene OPER0253
Variance, Contingency Tables, and

Nonparametric TEeStS.......ccevverreeierrerieririeeereereennean OPERO0254
Final Exam: Six Sigma Black Belt: The

Analyze Phase .........ccooovereneieiiiiceeeee e FE0022_eng

Six Sigma Black Belt: The Lean Enterprise

Lean Concepts ......ccoocveevveerveeneennieenneenne oper_ 01 a0l bs enus
Non-value-added Steps and Tasks ........... oper_ 01 a02 bs enus
Lean ToolS ....coceveieeiiriniereeeeeeee oper 01 a03 bs enus
Total Productive Maintenance ................. oper 01 a04 bs enus
Final Exam: Six Sigma Black Belt: The Lean

ENteIPriSe.....ceveeiieeieiieiieieeierieete e FE0025_eng

Six Sigma Black Belt: Design for Six Sigma
Black Belt

Quality Function Deployment (QFD) ...... oper_02 a0l bs enus

Robust Design and Process ..........c..c.c..... oper 02 a02 bs enus
Failure Mode and Effect Analysis ........... oper 02 a03 bs enus
Design for X (DFX) ..cccoeoveviivieiinieieene oper_02 a04 bs enus
Special Design Tools ......ccccevveevienieiennens oper_02 a05 bs enus

Final Exam: Six Sigma Black Belt: Design for

BUSINESS SKILLS COURSEWARE

Six Sigma Black Belt (2007 BOK): Enterprise-
Wide Deployment

Lean and Six Sigma ......ccccceeveireneninennne oper 11 a0l bs enus

Six Sigma Projects and the Black Belt Role oper 11_a02 bs enus

Six Sigma Leadership and Change Management oper 11 _a03 bs_enus

Six Sigma Black Belt (2007 BOK): Organizational
Process Management and Measures

Critical Requirements and Benchmarking for
SiX SIZMA c.eeiiiiieiieieeeeee e oper_12 a0l bs enus

Business Performance and Financial Measures
i SiX SIZMA .eviiiiiieeeeeeee oper 12 a02 bs enus

Six Sigma Black Belt (2007 BOK): Team
Management

Forming Project Teams for Six Sigma .....oper 13 a0l bs enus

Motivation and Communication in Six Sigma
TEAMS ..ot oper_13 a02 bs enus

Managing Six Sigma Team Performance .oper 13 a03 bs enus

Six Sigma Black Belt (2007 BOK): Define

Using Voice of the Customer in Six Sigma oper 14 a0l bs enus

Developing Project Charters and Tracking Six
Sigma Projects......cceceveeienienieneeieeieiene oper_14 a02 bs enus

Six Sigma Black Belt - The Measurment Phase
(ASQ-aligned)

Process Characteristics for Six Sigma ...... oper_15 a0l bs enus

Data Collection and Measurement in Six Sigma oper 15 a02_bs enus

Six Sigma Measurement Systems ............. oper 15 a03 bs enus
Basic Statistics and Graphical Methods for

SiX SIZMA c.eeeiiiiieiieieeeeee e oper_15 a04 bs enus
Probability for Six Sigma .........cccceeeeveneene oper 15 a05 bs enus
Process Capability for Six Sigma ............. oper 15 a06 bs enus

Six Sigma Black Belt - The Analyze Phase (ASQ-
aligned)

Correlation and Regression Analysis in Six

SIGMA ..ot oper_16_ a0l bs enus
Multivariate Analysis and Attribute Data

Analysis in Six Sigma .......c.ccoceevererinenene oper 16 _a02 bs enus
Hypothesis Testing Concepts and Tests for

Means in SixX Sigma.........ccecveverveneeeeennenne oper_16_a03 bs enus
Tests for Variances and Proportions, ANOVA,

and Chi-square Tests in Six Sigma............ oper 16 _a04 bs enus

Nonparametric Tests in Six Sigma Analysis oper 16_a05 bs enus

Six Sigma Black Belt.........cccoceoeiiiiiiiiiicieee FE0027 eng
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Six Sigma Black Belt - The Improve Phase (ASQ-
aligned)

Improvement Methods and Implementation
Issues in Six Sigma.......ccccevevereieeinennne oper 17 a03 bs enus

Six Sigma Black Belt - Design for Six Sigma
(DFSS) Framework and Methodologies (ASQ-
aligned)

Common DFSS Methodologies and Design for X oper 19 a0l bs enus

Six Sigma: Champion Training

Introduction to Six Sigma for Champions oper 03 a0l bs enus
Six Sigma Process Improvement ............. oper_03 a02 bs enus
Six Sigma Projects and Project Teams .... oper_03_a03_bs_enus

Managing and Deploying Six Sigma ....... oper 03 _a04 bs enus

Certified Manager of Quality/Organizational
Excellence

Leadership ......coceeeveierineneeeeeeee oper 04 a0l bs enus

Team Dynamics oper_04 a02 bs enus
Developing and Deploying Strategic Plans oper 04 _a03_bs_enus
Managerial Skills and Abilities ................ oper 04 a04 bs enus
Communication Skills and Project Management oper 04 a05_bs enus
Quality Systems, Models, and Theories ... oper 04 a06_bs_enus
Problem-Solving and Process Management Tools oper 04 a07 bs_enus

Measurement: Assessment and Metrics ... oper 04 a08 bs_enus

Customer-Focused Management ............. oper 04 a09 bs enus
Supply Chain Management ...................... oper_ 04 al0_bs enus
Training and Development ...................... oper 04 all bs enus

Six Sigma Green Belt: Six Sigma and the
Organization

Six Sigma and Lean in the Organization . oper 05 a0l bs_enus

Design for Six Sigma in the Organization oper 05 a02 bs enus

Six Sigma Green Belt: Define

Processes and Customer Analysis in Six Sigma
ProOjects .oveveeeieieeeeeceee e oper 06 a0l bs enus

Basics of Six Sigma Projects and Teams . oper 06 _a02 bs_enus

Tools for Planning and Managing Six Sigma
Project Opportunities...........coceeeeeeeeenncne oper 06 _a03 bs enus

Using Six Sigma Analysis Tools and Metrics
for Project Decisions.........cccoecvevuerieniennnnns oper_06_a04 bs enus

B Six Sigma Green Belt: Measure

Modeling and Analyzing Processes in Six
SIZMA .o oper 07 a0l bs_enus

Statistics and Probability in Six Sigma .....oper_07_a02 bs_enus

Data Classification and Collection in Six
SIZMA .o oper 07 _a03 bs_enus

Summarizing and Presenting Data in Six Sigma oper 07 a04 bs_enus

Probability Distributions and Measurement
Systems Analysis in Six Sigma................. oper_07 a05 bs enus

Measuring Process Capability and Performance
i SiX SIZMA .o oper 07 _a06 bs_enus

Six Sigma Green Belt: Analyze

Exploratory Data Analysis in Six Sigma ..oper 08 a0l bs enus

Introduction to Hypothesis Testing and
Testing for Means in Six Sigma................. oper_08 a02 bs enus

Hypothesis Tests for Variances, Proportions,
ANOVA, and Chi-Square in Six Sigma ....oper 08 a03 bs_enus

Six Sigma Green Belt: Improve and Control

Design of Experiments and Validation of
Solutions in Six SigmMa ........ceccevveveervenenne oper_09 a0l bs enus

Statistical Process Control and Control
Plans in Six Sigma.......cccceeeeeeineneninenne oper 09 a02 bs_enus

Using Basic Control Charts in Six Sigma .oper 09 _a03 bs_enus

Six Sigma Foundations

Introduction to Six Sigma .........ccccceevennenne oper_10_a0l bs enus

Logistics Management

Overview of Logistics Management ..............cccueueeen. OPERO0321
Inventory Management ............ccoceevieeneeneenieeneennne. OPERO0322
Supply Chain Logistics Management ........................ OPER0323

ISO 9000:2000 Overview

The Who, What & Why of ISO 9000:2000 ............... OPERO0401
Building a Quality Management System ................... OPER0402
Quality-minded Management ............cccceeuerueevieuennenne OPER0403
Customer Satisfaction Through Resource

Management ...........coeeeereeieneneenieeiene et OPER0404
Processes for Quality Products and Services ............. OPER0405
Continual Quality Improvement ...........ccccoeveveeruennenne OPERO0406

Steps for Successful ISO Registration OPER0407

Transitioning from ISO 9000:1994 to ISO
9001:2000......0ceeveeeeerieerereieererreteieieeeer et OPER0408
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Supply Chain Management

The Fundamentals of Supply Chain Management .....OPER0501

Supply Chain Management Strategies ..................... OPER0502
Supply Chain Planning and Inventory

MaNAZEMENL ......eeereeiieiiieiie ettt OPERO0503
Supply Chain Management and e-Business ............... OPER0504
Supply Chain Transportation and Facility

DESIZN ..ttt OPERO0505

Mentoring Asset

Mentoring Six Sigma Green Belt (SSGB) .......cccceeneee. mntssgb

Test Prep

TestPrep Six Sigma Green Belt Certification
(SSGB) ettt TPSSGB_ENG

BUSINESS STRATEGY AND
OPERATIONS

STRATEGIC PLANNING CURRICULUM

B Systems Thinking in the 21st Century

What is Systems Thinking? .........ccccoceevenineinoncnnenn STGY0401
Building a Healthy System ..........ccccocevvininencncnenn STGY 0402
Systems-thinking Models and Thinking Skills .......... STGY0403
System Archetypes ......ccceceveereeeeenienvennene STGY0404
Redesigning Your Organization: Part 1 STGY 0405
Redesigning Your Organization: Part II .................. STGY 0406
Taking Systems Thinking into Your Personal

Life o STGY0407

BUSINESS STRATEGY AND
OPERATIONS

MARKETING CURRICULUM

Strategic Marketing in Action

Elements of Marketing Strategy .........ccccocevereneneennene. MKT0201
Analyzing the Market ..........cccocovinineiiiiiiieee MKT0202
Competitive Factors in Strategic Marketing ............... MKT0203

Writing a Marketing Plan: Phase 1 ... MKT0204
Writing the Marketing Plan: Creative
B Moving From an Operational Manager to a SEFALEZY v.voveveverieieieeeeeeeeiete ettt MKTO0205
Strategic Thinker Creating a Marketing Campaign .... ... MKT0206
Thinking Strategically ...............oooooc.... stgy 01 a0l bs enus I\/Farket.lng Management ........................... s MKT0207
Sustaining Competitive Advantage ........... stgy 01 a02_bs_enus Financial Analysis for Successful Marketing ............. MKT0208
The Imperatives of Innovation and Leadership .
N SHTALEEY ...ovveceeeevceeeeteeeeee e stgy 01 a03_bs_enus Strategic Brand Management
Planning and Implementing a Business Introduction to Brand Management .............cccceoeneeee. MKTO0211
SErAtEZY ...veeveeeeeerieeeeeee e stgy 01 a04 bs enus o )
. . Building Brand EQUItY ......cccoocevivieniieienieieeieieee MKTO0212
Moving from an Operational Manager to a ) )
Strategic Thinker Simulation ..........ccccoveveveerereirennennns STGY001A Managing the Creative Elements of Brand ............... MKT0213
Promoting Your Brand to Consumers .............cccoeeenne MKTO0214
[ | Strategic IT Planning Evaluating Brand Effectiveness .........cc.cccceoeveneniennee. MKTO0215
) Managing and Maintaining Brand Equity MKTO0216
Setting the Stage for IT Success ...STGY0221
Strategic Decision MaKing ........cccccoceevenvevicncneennennn STGY0222 Online Branding Strategy
IT Challenges: Present and Future ...........ccccoeveienene STGY0223
Strategic IT Planning Simulation .............ccccocove...... STGY0220 Introduction to Online Branding ............cccoeceeveneenene MKT0221
The Online Branding Environment ... MKT0222
B The Fundamentals of Globalization Strategies for Building an Online Brand ..................... MKT0223
Globalization and Our Changing World .................... STGY0351 Competitive Marketing Strategies
Globalization and Your Company ...........cccceeerueeene. STGY0352
The Process of Globalizing a Product or Competitive Strategies for a New Marketplace .......... MKT0231
SEIVICE ..uviuieiieiieeiteeeeit ettt ettt ettt STGY0353 Surpassing the Competition ............cceveueerirerrerererennnns MKT0232
Managing from a Global Viewpoint .............ccceeuee. STGY0354
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Product Management Essentials

Introduction to Product Management .............ccccce.... MKT0241
Developing a New-product Strategy ..........c.cccceeeeeneee MKT0242
Pricing and Profitability for Product

IMANAZETS ..eoneveeniieeiieeniee ettt MKT0243

FINANCE, HUMAN RESOURCES AND
ADMINISTRATION

FINANCE & ACCOUNTING
CURRICULUM

Fundamental Finance for non-Finance
Professionals

The Principles of Financial Management ...fin_01 a0l bs enus

The Basics of Budgeting fin 01 _a02 bs_enus
Management of Cash Flows ............ccoc..... fin 01 a03 bs_enus
Financial Statements ...........ccccoeceeveereereennene fin 01 a04 bs_enus

Accounting 101

Accounting Fundamentals ...........ccccocvvinininennincnene. FINO121
Accrual Accounting Procedures ...........cccoeceveeeeieennenne. FINO122
Accounting Systems and Closing Activities .................. FINO123
Accounting for Cash Control ...........ccecevvrveenienieniencnns FINO124
Accounting for Merchandising Businesses .................... FINO125
Final Exam: Accounting 101 .......c..cccooveninennencnn. FE0004 _eng

Finance Fundamentals for non-Finance
Professionals

Principles of Financial Management: Replaced ............. FINO151
Basics of Budgeting: Replaced .........cccceevvverienieniennens FINO152
Managing Cash Flows: Replaced .......c..c.ccocevveeerircncnne. FINO153
Understanding Financial Statements: Replaced ............. FINO154

Practical Budgeting Skills for Business

Creating and Analyzing an Operating Budget ............... FINO161
The Ins and Outs of Capital Budgeting ...........ccccccceneee. FINO162
Effective Budget Management ............ccoccoveeevienuieniennenns FINO163

Advanced Business Finance

Introduction to Advanced Finance ............cccceeeeveeiennenns FINO211
Investment Project Analysis and Selection .................... FINO212

Corporate Restructuring .........cocceeceevveeeerereerueseenueneens FINO215
Financial Risk Management .............cceccevereerueneeenuennnnns FINO216
International Finance ...........cccoceveveieiinineneceee, FINO0217
Final Exam: Advanced Business Finance ................ FE0005_eng

Accounting 102

Accounting for Partnerships ........ccccoeceeevevenienencenennen. FINO221
Accounting for Corporations ............cceeceerveeeerrereereennan FIN0222
Analyzing Cash Flow Statements FIN0223
Master Budgets ........cceoeririninieieeeeeeeeeeee e FIN0224
Final Exam: Accounting 102 .........ccccoocvevieriniennne. FE0006_eng

Auditing: A Practical Approach

Introduction to Auditing .........cccceeeeereevieneneerienieieeeeene FINO0231
Introduction to Internal Auditing ..........cccceeeeevvereiernennens FIN0232
Principles of Internal Auditing ..........ccccocevereiveincncnn. FIN0233
Introduction to External Auditing .........c.cceceveveevnenncnne. FIN0234
Principles of External Auditing .........ccccoceeveviececinicncnne. FIN0235

Managerial Accounting

Overview of Managerial Accounting ..........ccccceceeeuenene FINO0241
Managerial Decisions and Capital Budgeting ............... FIN0242
Managing for Asset Control ...........cccceeevevereieeceencnn. FIN0243
Cost Accounting DeciSions .........cccceoeevereneneeeeceennenne. FIN0244

Using Financial Statements (co-Developed with
Wharton)

Components of Financial Statements ...........c.cceceeeuenne FINO0252

FINANCE, HUMAN RESOURCES AND
ADMINISTRATION

ADMINISTRATIVE SUPPORT
CURRICULUM

The Effective Administrative Support
Professional

Getting Started--The Administrative Support

Professional .........cceoeeieiiiniee e ADMO0101
Overview to Effective Business Communication ....... ADMO0102
Using Effective Business Communication ................. ADMO0103
Administrative Functions ........c..cocceeevevvvncncnenennene ADMO0104

Advancing Your Administrative Career ADMO0105

Raising Capital and Financing Decisions ... ....FIN0213 ) .. )
i ] ) Effective Administrative Support
Managing Working Capital ...l FINO214 Professional SIMulation.................ccoo.oevvverrverrrernen. ADMO100
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Advanced Skills for Administrative Support
Professionals

Behavior: Putting Your Best Foot Forward ................ ADMO111
Managing Yourself and Those Around You ............... ADMO112
Partnering with Your Boss ........cccoceeviivienienieienieiee ADMO113
Communicating with Power and Confidence ............. ADMO114
Advanced Administrative Support Simulation ........... ADMO110

FINANCE, HUMAN RESOURCES AND
ADMINISTRATION

KNOWLEDGE MANAGEMENT

Knowledge Management Fundamentals

The Art of Knowledge Management KNOWO0101

Managing Diversity in the Workplace
SIMUIAtioN ......oovviiiiiiiiiiic e HRO02A

Effective Hiring and Interviewing

What to Consider When Hiring .................... hr 03 a0l bs enus
Interviewing Effectively hr 03 a02 bs enus
Choosing the Best Applicant .........cc.cccceeuenee hr 03 a03 bs enus
Effective Hiring and Interviewing Simulation ............... HRO03A

HRCI Senior Professional in Human Resources
(SPHR)

HR's Strategic Role in the Organization

(HRCI/SPHR - 2007-aligned) ..........ccceneeee hr 04 a0l bs enus
Management of the HR Process (HRCI/SPHR -
2007-aligned) ..ooveeeeerieieriieiieieie e hr 04 _a02 bs enus

Strategic Approaches to Workforce Planning

Knowledge as Capital ........cccocevvevievienienieneniene, KNOWO0102 and Employment (HRCI/SPHR - 2007-aligned)hr_04_a03_bs_enus
Putting Knowledge to Work .........ccccevvevierinnennnne. KNOWO0103 Strategic Approaches to Human Resource
Managing Knowledge Workers .........ccccoceoveeirennnne. KNOWO0104 Development (HRCI/SPHR - 2007-aligned) .hr_ 04 a04 bs_enus
Being a Knowledge Activist ........ccccoceverencincncnne. KNOWO0105 Strategic Approaches to Total Rewards
Final Exam: Knowledge Management (HRCI/SPHR - 2007-aligned) ..........cccceneeeee hr 04 a05 bs enus
Fundamentals............cocooeneniiiiiniininceecececen FE0008_eng Strategic Approaches to Labor Relations
(HRCI/SPHR - 2007-aligned) ........ccceeueennenee hr 04 _a06_bs enus
B The 21st Century Learning Curve Strategic Approaches to Risk Management
(HRCI/SPHR - 2007-aligned) ..........cccceneeeee hr 04 a07 bs_enus
Knowledge as Strategy: Performance Final Exam: HRCI/SPHR (Senior Professional
Improvement KNOWOI111 Human RESOUICE) ...........oovveruevereeeeereresereeeeseneaenans FE0028_eng
The Power of the Learning Organization ................. KNOWO0112
The Potential of Self-directed Learning ................... KNOWO0113 HRCI Professional in Human Resources (PHR)
Benchmarking for Best Practices .........cccccecvvennnne. KNOWO116
. . . Human Resources Fundamentals (HRCI/PHR -
Implementing and Evaluating Self-directed 2007-HZNEA) w.vvvvrreeeeeeeeeeeeeeeeeeeeee e HR0261
Learning.......cocvevueeeenierienieeieneete e KNOWO0114 )
Strategic Management (HRCI/PHR -
Performance SUpport ...........ooooovvvvviiiininniiiiins KNOWOL15 2007-1ENEA) v..eorreeereeeeeeeeeeeeeeeeeeeeeeee oo seeeseeseeeee e HR0262
Affirmative Action and the EEO (HRCI/PHR -
B Achieving Measurable Performance Impact from 2007-a1ZNEA) ... HR0263
Training Employment Management (HRCI/PHR -
o . 2007-aligNEA) ...vevvvevirereiriiieieire e HRO0264
Training for Business Results ........cccccoceevererrennnne. KNOWO0301 . . .
Recruiting and Selecting Candidates
(HRCI/PHR - 2007-aligned).........cccovverereereenneeeniennn HR0265
FINAN CE’ HUMAN RESOURCES AND Offers, Contracts, and Exit from the
ADMINISTRATION Organization (HRCI/PHR - 2007-aligned) ..........cccceeeee. HR0266
Developing Employees (HRCI/PHR -
HUMAN RESOURCES CURRICULUM 2007-aligNE) ...vevieeviieiiieieee e HR0267
Developing Human Resources (HRCI/PHR -
B Managing Diversity in the Workplace 2007-aligNEA) ..vovevriieeceeee e HR0268
L Compensating Employees (HRCI/PHR -
The Reasons Why Diversity Mattets .......... hr 02 201_bs_enus 2007-HENEA) oo HR0269
Changing Corporate Culture ............cc.o...... hr 02 _a02 bs enus Programs to Benefit Employees (HRCI/PHR -
Planning a Diversity Initiative ..................... hr 02 _a03 bs enus 2007-aligNEA) ...eveeeieieieeieeeeee e HRO0271
Diversity: the Future .........ccoocevvevievienenenne hr 02 _a04 bs enus
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Employment Relations (HRCI/PHR - B Mentoring Assets

2007-aligned).......ccoeevvmiiiiiiiiiiicice HR0272

Sexual Harassment at Work (HRCI/PHR - Mentoring Professional in Human Resources

2007-a1GNEA) ... HR0273 (PHR) e mntphr0Sed

Non-Unionized Workplaces (HRCI/PHR -

2007-2HGNEA) ..o HR0274 MANAGEMENT AND LEADERSHIP

Unionized Workplaces (HRCI/PHR -

2007-GHENEA)....or oo HR0275 MANAGEMENT CURRICULUM

Health and Safety in the Workplace (HRCI/PHR

= 2007-aHENEA) .vovoereeiieeiie et HR0276 B Effectively Managing Top Performers

Risk Assessment and Prevention (HRCI/PHR - ) )

2007-aligNed).....crvreeeereiiiiiieieieieeer e HRO0277 Managing and Rewarding Top Performers mgmt_01_a01_bs_enus
. Behavioral |nterviewing . Advanced Management Ski"s

Building a Firm FOundation ....................ooooccoeeococvevvenn HRO211 Managing in a Global Business Environment mgmt_02_a01_bs_enus

Screening Applicants ... HRO212 Managing Cross-Functions .................... mgmt_02_a02_bs_enus

Preparing for the Behavioral Interview ..............cocou.... HR0213 Managing for High Performance ............ mgmt _02_a03_bs_enus

Conducting the Behavioral-based Interview .................. HR0214 Managing Managers ... mgmt_02_a04_bs_enus

Preparing as the INtervieWee ............cccovevevevevevevenennnnnns HR0215 Managing Upward Relationships .......... mgmt_02_a05_bs_enus

Experiencing the Behavioral-based Interview ............... HRO0216 Advanced Management Skills Simulation ............. MGMT002A

Behavioral Interviewing Simulation ..........c.cccceceeennnne. HRO0210

B Moving into Management

B Recruiting & Retention Strategies for the Tight
Labor Market

Taking on a Management Role ............... mgmt 03 a0l bs_enus
Becoming a Manager: Responsibilities and
Recruiting for the 21st Century: The Market HR0221 Fears.....ccooovviieiiiiiiieeceee e mgmt_03 a02 bs enus

Recruiting for the 21st Century: Strategies .................... HR0222

Becoming a Manager: Leading and

CommUNICAtING ...c.vevvemeeeeiereeeeeeeaeerieenes mgmt 03 a03 bs_enus
Recruiting Successfully ........cceeevieiinieneniiierieienene HRO0223 A New Manager and the Company's Future mgmt_03_a04 bs_enus
Online RECIUItING .....ccceevvieiiiieieriieieeeeee e HR0224 Moving into a Management Role Simulation ....... MGMTO03A
Facilitating Effective Hiring ........ccccooooeviieneinnicnee. HR0225 Leadership and Management Simulation ............ MGMTO003B
REtENTION ... HR0226

. . B Crucial Skills for Tomorrow's Managers
B HRCI/SPHR (Senior Professional Human

Resource) Tomorrow's Managers' Competencies ...mgmt 04 a0l bs enus

. . T 'sM ' Devel t Tool t 04_a02_b.
Workforce Planning and Employment Strategies hr 01 a03 bs_enus omorrow's YVanagers Uevelopment 1001 mgmt_T4_ats_bs_sius

. M i Coach and C lor ........ t 04 a03 b
Strategic Human Resource Development ....hr 01_a04 bs_enus anaging as L-oachi and Lounseior fgmt_7%_alo_bs_enus

. . M i Project Champion .............. t 04 _a04 b
Employee and Labor Relations Strategies ...hr 01 a06 bs_enus anaging as rroject LAampion BT _aTR._bs_cius

A Primer for Ensuring Accountability ...mgmt 04 a05 bs enus

W Test Preps Simalation oo Manegers MGMTO004A
TestPrep Professional in Human Resources
(PHR) 2007-aligned...........cccevereeeeeeencnnne TPPHROSED_ENG Bl Problem Performance Management
FINANC E, HUMAN RESOURCES AND Problem Performance Prevention ........... mgmt_05_ a0l bs enus
ADMINISTRATION Problem Performance Identification ....... mgmt 05 a02 bs_enus
Problem Performance Improvement ....... mgmt 05 _a03 bs_enus
MENTORING ASSETS Addressing Problem Performance .......... mgmt 05 _a04 bs_enus
Avoiding Problem Performance Simulation .......... MGMTO05A

Dealing with Problem Performance Simulation ... MGMTO005B
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Using Change Process to Support Employees

Starting the Change Process .................. mgmt 06 _a0l bs_enus
Managing the Change Process ............... mgmt 06 _a02 bs_enus
Integrating Change in Your Organization mgmt 06_a03_bs_enus

Using Change Process to Support Employees

SIMUIALION. ...c.eeviieiciiricieceeece e MGMTO006A
Using Change Process to Support Teams
SIMUIATION. ....eveeicieicicecrc e MGMTO006B

Effective Delegation

The Basics of Delegation ...........cccueu.ee. mgmt 07 a0l bs enus
Delegation: the Personal Approach ........ mgmt 07 _a02 bs enus
Managing Delegation ..........cccccoeveeeenene mgmt 07 a03 bs_enus
Delegating Effectively Simulation ...........c.cccceceenee MGMTO007A

Facilitating Successfully

The Facilitator Role .........ccccoeeeeeenenn mgmt 08 a0l bs_enus

Facilitative Fundamentals: Tools and
Techniques.......ccueeeeierieeieeiee e mgmt_08 a02 bs enus

Facilitating Meetings and Work Groups mgmt 08 a03 bs_enus

Facilitating Difficult Situations .............. mgmt 08 a04 bs_enus
Facilitative Tools and Formats: Offering

OPLIONS .o mgmt_08 a05 bs enus
Facilitative Leadership ........cccccoceeeeeinnene mgmt 08 a06 bs_enus
Facilitating Successfully Simulation ...........c.cc........ MGMTO08A

Coaching with Confidence

Business Coaching ..........cccccevereenueenenns mgmt 09 a0l bs enus

Successfully Coaching Relationships .... mgmt 09 _a02 bs_enus

B Appraising Performance

Assessing Performance Continuously ...mgmt 11 a0l bs enus
Performance Reviews ..........c.ccccevenenee. mgmt 11 _a02 bs_enus

Appraising Performance Simulation ....................... MGMTO11A

Moving from Technical Professional to
Management

Management Development for Technical

Professionals .......c..coccoeoeeieiiininicnineceecee e MGMTO0121
Communication Skills for Successful
Management............coeeuerernieneenieneenieneere e MGMTO0122
Process Management SKills ..........cccccevievienininnnne. MGMTO0123
Leadership Development for Technical

Professionals ........cccceevireeneineineeincenee e MGMTO0124
Strategies for Transitioning into Management ........ MGMTO0125
Transitioning From Technical Professional to

ManagemMent .......coouverveeriienieerieenee et MGMTO0120
From Technical Professional to Leadership

SIMUIALION ... MGMTO12S

360-Degree Performance Appraisal

About 360-Degree Performance Feedback .............. MGMTO0151
Elements of a 360-degree Performance Review ...... MGMTO0152
Delivering 360-Degree Performance Feedback ....... MGMTO0153
360-Degree Performance Appraisal Simulation ...... MGMTO0150

The Fundamentals of Business Crises
Management

Preparing for Business Crises .........ccccevevveeerenennene MGMTO0171

The Kev S ¢ Coachi 09 203 b Responding to Business Crises ..MGMT0172
tages of Coaching ............... t
eney .ages 0. oaching BT _a"o_bs_cils Recovering from Business Crises ...........ccceceeveennenne. MGMTO0173
The Coaching Skillset ........ccccerereernncne mgmt 09 a04 bs_enus . .
] - ) - - T The Fundamentals of Business Crises
Emotions, Mindsets and Coaching ........ mgmt_09_a05_bs_enus Management Simulation..............ccceveeeeririeierererenennn. MGMTO0170
Trends in Coaching ..........ccceevvveeniienenns mgmt_09_a06_bs_enus
Coaching with Confidence Simulation ................... MGMTO009A Mentoring Essentials
Coaching Teams and Personalities Simulation ....... MGMTO009B ) )
Effective Mentoring: Replaced .........cccccoeieencnene MGMT0251
B The Essentials of Mentorin g The Mentoring Manager: Replaced ..........ccceeenee.e. MGMT0252
Implementing an Organizationwide Mentoring
Mentoring Effectively ......cccoceevrvrrrverennes mgmt_10_ a0l bs_enus Program: Replaced ............cccoooeviiiiiiiiinnin, MGMT0253
Mentoring as a Manager ...........ccc.oc...... mgmt_10_a02_bs_enus Mentoring Strategies in the 21st Century:
Implementing a Mentoring Program for the Replaced......coovvvvieiieieieieecee e MGMT0254
Organization ..........eeeeerereneererccrennennnens mgmt_10_a03_bs_enus Achieving Success with the Help of a Mentor:
Mentoring Strategies for the 21st Century mgmt_10_a04 bs_enus Replaced.......ooeeueriiniinieeeeee e MGMTO0255
Achieving Success: the Help of a Mentor mgmt_10_a05_bs_enus e-Mentoring: Replaced ........c.ccocoeviiinininicicncn, MGMT0256
Mentoring On-line memt_10_a06_bs_enus Mentoring Essentials Simulation: Replaced ............ MGMT0250
The Essentials of Mentoring Simulation ................. MGMTO10A
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Managing Technical Professionals

Understanding Technical Professionals ................... MGMT0291
Attracting, Motivating, and Retaining
Technical Professionals ...........ccccceveveneneccncncncnes MGMT0292

Models for Managing Technical Professionals ........ MGMT0293

Developing Career Plans for Your Technical
Professionals........c.oeceeeineinieennieinceneeiceeeeaees MGMT0294

Managing Technical Professionals Simulation ........ MGMT0290

Performance Appraisal

Continuous Performance Assessment: Replaced ....MGMT0341

Reviewing Performance: Replaced ..........ccccceueneeee. MGMT0342
Performance Appraisal Simulation: Replaced ......... MGMT0340
Performance Appraisals Blended Learning

TOOLKIL ...t BLTMGO034

Managing Contractors and Temporary
Employees

Doing Business with Independent Contractors ........ MGMT0701

Hiring Temporary (Contingent) Employees ............ MGMT0702
Managing Contingent Employees ..........cccccceeennne. MGMTO0703
Legal Pitfalls Regarding Independent

Contractors .........ocoeiiiiiiiiiiiii MGMTO0704
Working with Temporary Agencies ............cccecceuenee. MGMTO0705
Hiring and Managing Contractors Simulation ......... MGMTO0700
Final Exam: Managing Contractors and

Temporary Employees........cccccoecveveevienieiienieniene, FE0009 eng

MANAGEMENT AND LEADERSHIP
LEADERSHIP CURRICULUM

B Leading from the Front Line

Challenges of the 21st Century ..........ccccoceeeeeeceennnnn LEADOI121
Organizational Culture and Leadership ..................... LEADO122
Energizing and Empowering Employees ................... LEADO123
Leadership and the Knowledge Worker LEADO0124
Leading Change from the Front Line ........................ LEADO125
Dynamics of Leadership ........ccccccevivenininciecncnn LEADO0126
Leading from the Front Line Simulation ................... LEADO120

Going from Management to Leadership

The Mark of a Leader: Replaced ..........ccevvveieiennne LEADO141
Communicating a Shared Vision: Replaced .............. LEADO0142
The Enabling Leader: Replaced ........ccccccooeeinenene. LEADO143
Communicating as a Leader: Replaced ..................... LEADO145
Coaching for Performance: Replaced LEADO0146
Leading through Change: Replaced ...........ccccceuenen LEADO0147
The Leader as a Model: Replaced .........ccoceveencnene LEADO0148
Going from Management to Leadership

Simulation: Replaced .........ccoceveevinienienenienieienenns LEADO0140
Growing from a Manager to a Leader

Simulation: Replaced ...........ccooerinineneiniencneeee LEADO14S

Going from Management to Leadership BLTLEO14

Business Execution

Foundations for Business Execution ..........ccccccc..e.. LEADO151
Creating a Business Execution Culture LEADO152
Business Execution in ACtion ..........cccoccvevveeecncnnnn LEADO153
Business Execution Simulation .........c..ccccoceveenennne LEADO150
Business Execution Blended Learning Toolkit .......... BLTLEO15

Leading the Workforce Generations

B Moving from Management to Leadership
o Introduction to Work Force Generations ................... LEADO0231
Recognizing a Leader .........cccccceeeevenennene lead 01 a0l bs enus Attracting, Developing, and Retaining
The Communication of a Shared Vision ...lead_01_a02_bs_enus GENETALIONS ..vvoereerrrcereeseeseeeserse et sseseesseene LEAD0232
Leading by Enabling ...........cccccecvevieiennnne lead 01 a03 bs_enus Leading Silent Generation and Baby Boom
Communication and Leadership .............. lead 01 a05 bs_enus WOTKETS ... LEADO0233
Coaching Performance .............cc.coceoveunee. lead 01 _a06_bs_enus Leading Generations X and Next LEADO0234
Leadership and Change ............c..ccccvevneene. lead 01 a07 _bs enus Making Cross-generational Teams Work .................. LEADO0235
The Model Leader ....lead 01 a08 bs enus Cross-generational Workers in the 21st
. . - T CONUTY ettt LEADO0236
Moving from Management to Leadership etury
SIMUIALON. ...ceeieee e LEADOO1A Leading the Workforce Generations Simulation ....... LEAD0230
Growing from Management into Leadership
SIMUIALON. ...ttt LEADO01B Succession Planning for Business Environment
Succession Planning Overview LEADO0301
Succession Planning Strategies LEADO0302
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Succession Planning and Human Resources ............. LEADO0303 Effective Communication with Difficult
Succession Planning Management ................coooooo..... LEADO0304 Coworkers Simulation..........c.ccoeeevieriecieincnenenne COMMO004B
Initiating a Succession Plan Simulation .................... LEADO0300
Implementing a Succession Plan Simulation ............ LEADO030S Giving Successful Presentations
Presenting Successfully ........cccoceoeeennenn comm_05 a0l bs enus
PROFESSIONAL EFFECTIVENESS Delivering the Message comm_05 a02 bs enus
COMMUNICATION CURRICULUM Available Presentation Resources ......... comm_05 a03 bs_enus
Giving Successful Presentations Simulation .......... COMMO05A

B How to Write an Effective Internal Business Case . . .
The Effective Business Meeting
Preparing a Business Case .................... comm_01 a0l bs enus ) ) ) .
. . Planning an Effective Business Meeting comm_06_a01 bs_enus
Writing a Business Case .........c.ccecuenenee. comm_01 a02 bs enus . . . . - T
i Leading an Effective Business Meeting comm_06_a02 bs_enus
Presenting Your Case .........cccoceevvernnene comm_01 a03 bs_enus - - - =

Preparing an Effective Internal Business
Case SIMUlAtioN ......c.ccvvveirveenreinieineereireeneeneenens COMMOO0O1A

Business Interpersonal Communication Skills

Participating Effectively in a Business
MEECHING ..ot comm_06_a03 bs_enus

The Effective Business Meeting Simulation .......... COMMO06A

Conflict in the Workplace

Interpersonal Communications: The Process comm 02 a0l bs enus ) o
. L. . Perspectives on Conflict in the Workplace comm 07 a0l bs_enus
The Mechanics of Communicating Effectively comm 02 a02 bs_enus

o . Handling Conflict .......ccceoevineneenenn comm 07 a02 bs enus
Workplace Communication Skills ......... comm_02 a03 bs_enus ) o ) - - T~
L Managing Organization Conflict ........... comm_07 a03 bs enus
Communicating for Results ................... comm_02_a04 bs_enus T . )
) L . Conlflict in the Workplace Simulation .................... COMMO07A
Leadership Communication Skills ......... comm_02 a05 bs enus i o )
Managing Workplace Conflict Simulation ............. COMMO07B

Resolving Conflict with Communication Skills comm_02 a06 bs_enus

Communicating for Contacts ................. comm_02 a07 bs_enus

Business Interpersonal Communication Skills

Getting the Results You Want: Negotiating to
Win

SIMUIALION. ...c.eevieeeieiricccercece e COMMO02A
Team Interpersonal Communication Skills Crafting Deals ......ccccooevveninenencene comm_08 a0l bs enus
SIMUlAtion.......cccvvviiiiiiiiciec COMMO002B Connecting and Communicating ........... comm_08 202 bs_enus
The Process of Negotiation ................... comm 08 a03_bs enus
B Effective Listening The Dynamics of Interacting ................. comm 08 a04 bs enus
Listening Basics ........cocoveveurerrerrerenenee. comm_03_a01_bs_enus Negotiating Inclusively ............c........ comm_08_a05_bs_enus
Listening to Comprehend ....................... comm_03 a02 bs enus What to Do When the Going Gets Tough comm_08_a06_bs_cnus
Higher Purpose Listening ...................... comm_03_a03 bs_enus Mastering Negotiation ..........cccceeeeeeeneane comm_08 a07 bs_enus
Enhancing Listening SKills .................... comm_03_a04 bs_enus Winning Negotiation Simulation ............cccceceeveunee COMMO08A

Effective Listening Simulation .... COMMO03A

Working with and Managing Difficult People

Difficult People in the Workplace

Emotional Intelligence at Work

Defining Emotional Intelligence ........... comm 09 a0l bs_enus

Emotional Intelligence in the Workplace comm_09 a02 bs enus

Environment ..........ccoeceveveneneneeeennnn comm_04 a0l bs enus Emotional Intelligence and Teamwork ..comm_09 a03 bs_enus
How to Work with Aggressive People ...comm_04_2a02_bs_enus Increasing Emotional Intelligence ......... comm_09 a04 bs_enus
How to Work with Negative People and Emotionally Intelligent Leadership ....... comm_09 a05 bs_enus
Procrastinators ............cooveeeevveeeeeneeeene.. comm_04 a03 bs_enus Emotional Intelligence at Work Simulation ........ COMMO09A

How to Work with Arrogant and Duplicitous
People ..o comm_04 a04 bs enus

Working with and Managing Difficult People
SIMUlAtion.......c.ccovieiiiiniiiniiee COMMO04A

Communicating Assertively

Asserting Yourself Professionally ......... comm_10 a0l bs enus
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Assertiveness from Inside to Outside .....comm_10_a02_bs_enus
Communicating Assertively Simulation ................. COMMO10A

Professionalism and Business Etiquette

Standard Business Etiquette ................... comm_11 a0l bs enus
Communication Business Etiquette ....... comm_11 a02 bs enus
Etiquette at the Business Meeting .......... comm_11 a03 bs_enus
Business Etiquette for Supervisors ........ comm_11 a04 bs enus

Professionalism and Business Etiquette
SIMUIALION. ...t COMMO11A

Building Improved Work Relationships

Effective Interfunctional Relationships .comm_12 a0l bs enus
Effective Intercultural Relationships .....comm 12 a02 bs_enus
Effective Intergender Relationships ....... comm_12 a03 bs_enus
Effective Relationships with Customers comm_12 a04 bs_enus

Effective Relationships with Business
Partners......ooceeeeevieenienceeeee comm_12 a05 bs_enus

Building Improved Work Relationships
SIMUIALION. ...c.eeviereiciriccceccecec e COMMO12A

Obtaining Results without Authority

Getting Results by Building Relationships comm 13 a0l bs_enus

Results and Teamwork without Authority comm_ 13 a02 bs enus

B International Communications

The Impact of Culture on Communication .............. COMMO0021
The Art of Global Communication ...........c.cccceeu.e... COMMO0022
Improving Your Cross-cultural Communications ...COMMO0023
International Communications Simulation .............. COMMO0020
Cross-cultural Communications Simulation ........... COMMO002S

Emotional Intelligence in the Workplace

What Is Emotional Intelligence? Replaced .... ..COMMO0141
Emotional Intelligence at Work: Replaced .............. COMMO142
Teamwork and Emotional Intelligence:
Replaced......coovvvvieiinieieeeeee e COMMO0143
Increasing Your Emotional Intelligence:
Replaced.......ooeeeriiniiniiee e COMMO0144

The Emotionally Intelligent Leader: Replaced ........ COMMO145

Emotional Intelligence in the Workplace
Simulation: Replaced .........cccceovririiinineieeenee. COMMO0140

Assertive Communication

Professional Assertiveness: Replaced ..................... COMMO171
Assertiveness from the Inside Out: Replaced .......... COMMO172
Assertive Communication Simulation: Replaced ....COMMO0170

Business Etiquette and Professionalism

Leading without Authority ..................... comm_13 a03 bs_enus

. .. . Everyday Business Etiquette: Replaced .................. COMMO181
Creating Change, Gaining Allies ........... comm 13 a04 _bs enus o )

L. Communication Etiquette: Replaced ...................... COMMO182
Communicating to Get Results ....... ....comm_13 a05 bs_enus y d the Busi Meeting: Replaced COMMO183
t 1t t ting: Replaced ........
Obtaining Results from the Boss ........... comm_13 a06 bs enus E %que ¢ ';m S € u'smessR ele mi eplace COMMO184
t 1t :Replaced ...
Getting Results with No Authority Simulation ....... COMMO13A tuetie for SUpEIVISOrs: Beplace
Business Etiquette and Professionalism
. . . Simulation: Replaced ...........ccoccevviiiiciiiincnnnne. COMMO180
Bl Business Writing Essentials

Writing With TRtention ............oovveeeeeeeeeeeeeereeeeen. COMMO011 Building Better Work Relationships
Avoiding Errors in Usage and Punctuation ............. COMMO0012 Building Effective Interfunctional
Avoiding Grammatical Errors in Business Relationships: Replaced ........cccoceceveeneinncinencnnn COMMO191
WG vttt COMMO013 Building Effective Intercultural
Crisp COMPOSIHION ...c..eovevverviiiiiieiieiirinenrereeeeneene COMMO0014 Relationships: Replaced .........c..cccooeivciiniininnne. COMMO192
Writing to Reach the Audience ..........cc.cocevevenenneee COMMO015 Building Effective Intergender
Getting the Most from Business Documents ......... COMMO016 Relationships: Replaced ..........cocooerininincincncne COMMO193
The Writing Process .....cccccoevvvvvieerervererereneneneenenns COMMO0017 Working Effectively with Customers: Replaced .....COMMO194
Business Writing Essentials ............cccccooeeveveverivenennne. BLTCO001 Working Effectively with Business Partners:

. . . . . Replaced.......cooeiuiriniinieeee e COMMO195
Business Writing Essentials Using Microsoft o . .
WOTd...ooiiiiiciiiceneeeece s BLTCO001A Building Better Work Relationships

. . .. . Simulation: Replaced .........cccceevivieniininnienicieienee. COMMO0190
Final Exam: Business Writing Essentials ................ FE0O11 eng
Business Grammar Essentials
Foundations of Grammar ...........c..cocceenenveccnicncnnenn. COMMO0201
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Sentence Construction ........c..ceceeeveeeeeeenenennennene. COMMO0202
Understanding Writing Mechanics ..........c.ccocceeueee COMMO0203
Punctuating with SKill .........coocoiiiiiiiiiiieee COMMO0204

Email Essentials

Essentials of Electronic Communication ................ COMMO0231
Optimizing Email at Work ...........cccooevninininnnns COMMO0232
E-mail and Organizational Communication ............ COMMO0233
E-mail as a Marketing Tool .........cccccceeeeieennne ... COMMO0234
E-mail Essentials using Microsoft Outlook .............. BLTCO023
Delivering Successful Presentations

Presenting to Succeed: Replaced ... COMMO0301
Delivering Your Message: Replaced ........c.cceneene COMMO0302
Presentation Resources Available to You:

Replaced .....ccooveieieiiiiieeee e COMMO0303
Delivering Successful Presentations

Simulation: Replaced..........cccevvvevirienieinienieenee. COMMO0300
Presentation Skills Blended Learning Toolkit .......... BLTCO030
Combining Presentation Skills with MS

POWEIPOINt ..o BLTCO030A

Telephone Skills For Business Professionals

Effective Telephone Techniques ........cccccccecereeencee COMMO411
Making Telephone Calls Count ...........cccceeveeeeennenne COMMO0412
Telephone Skills for Business Professionals

SIMUIALION. ...c.eevieeiciriciceeece e COMMO0410

Getting Results Without Authority

Building Relationships to Get Results:

Replaced ......ooeeieeiieiirieieeee e COMMOS511
Teamwork and Results without Authority:

Replaced .....cceoveeeieieicieeeee e COMMO512
Leadership without Authority: Replaced ................ COMMO513

Gaining Allies, Creating Change: Replaced COMMO0514

Getting Results through Communication:

Giving Feedback: A Manager's Guide .................... COMMO0525
Effective Feedback for Employees and

Colleagues Simulation..........cccceceeerinenenecncncnenn. COMMO0520
Effective Use of Feedback for Teams

SIMUIAtION ..o COMMO52S

Anger Management in The Workplace

EXperiencing ANZEr .........ccoceveeviereeenienieienieeeeieenns COMMO701
Managing Your ANZEr .......cccoceverereeneneeeeeeneeneenne COMMO702
Managing Anger in the Workplace Simulation ....... COMMO0700

Writing to Maximize Business Results

Assertive Communication Simulation: Replaced ....COMMO0170

PROFESSIONAL EFFECTIVENESS
FOUNDATION SKILLS CURRICULUM

Basic Business Math Skills

Whole Numbers, Fractions, and Equations ............... FNDTO0101
Decimals and Percents ...........ccccocveevveecveeceeecreeeneenee. FNDTO0102
Ratios, Averages and Graphs ...........ccccoeevevenieniennenne FNDT0103

PROFESSIONAL EFFECTIVENESS

PERSONAL DEVELOPMENT
CURRICULUM

Take Control of Your Time by Working More
Effectively

Your Time and YOu ......cccceveverienieniececnnne pd 01 a0l bs_enus

Techniques for Improved Time Management pd 01 a02 bs_enus

Developing Excellent Time Management Habits pd 01 a03 bs_enus

Taking Control of Your Time Simulation ..................... PDOO1A

Business Ethics

Replaced ......ooeeieeiieiirieieeee e COMMOS515 . . .
. Making Decisions Ethically ..........ccccceeueee pd 02 a0l bs_enus
Getting Results from the Boss: Replaced COMMO516 . ]
. . . Business Ethics for Managers ... ....pd_02_a02 bs_enus
Getting Results without Authority . o )
Simulation: Replaced.............co.cccovuevevereveeeireeenennnns COMMO510 Understanding Organizational Ethics .......... pd_02_a03_bs_enus
Social Responsibility in Corporations ......... pd_02_a04 bs_enus
B Effective Use of Feedback for Business Business Ethics Simulation ...........cocecevevirreeireienieennns PD002A
An Essential Guide to Giving Feedback ................. COMMO0521 Handling Organizational Change
Coping with Criticism and Feedback ..........c.cc..c..... COMMO0522
Giving Feedback to Colleagues ...........cccccevureunne.. COMMO0523 Views on Organizational Change ............... pd_03_a01_bs_enus
Team Feedback: A guide ........ooooovevrrrercerrrneee COMMO0524 Preparing for Change .............ccevecovvvcrn. pd_03_a02_bs_enus
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Communication during Organizational Change pd_03_a03_bs_enus

B Working More Effectively - Taking Control of

Handling Organizational Change Simulation ................ PDO03A Your Time
. . . You and Your Time: Replaced ........cccoveevccenninnnennee PDO151
Decision-making and Problem-solving for ) P
Business Techniques for Better Time Management:
Replaced......coovieieiieieiceeeeeeee e PD0152
The Fundamentals of Effective Thinking ....pd_04_a0l_bs_enus Developing Good Time Management Habits:
Problem Framing .........oooeerroooeerssoeerreee pd 04 202 bs_enus Replaced......c.ooueiuiriieeieee e PDO0153
Problem Solving: Generating Altenatives .pd_04.a03_bs_enus REDISCH e PDOIS0
Making Decisions D ically ...cccovveueencne 4_a04
aning ecilons ynlamlca Y d pd_04_a04_bs_enus Time Management Blended Learning Toolkit ........... BLTPDO15
Decision Making: I tati . . . .
E::lllsllaci?on aking: tmplementatior an d 04 205 bs enus Taking Control of Your Time Using Microsoft
"""""""""""""""""""""""""""" PETR A 8 OUHIOOK .. .o oo BLTPDOTS A

Group Problem Solving and Decision Making pd 04 a06 bs_enus
Effective Thinking and Creative Problem

Ethics in Business

Solving SImulation ...........ccceeevererieiriineeeeeeceene PDO004A

Rational Decision-making and Problem Solving Ethical Decision Making: Replaced .........ccccceoereneeneee PDO0171

SIMUIATION. ...t PD004B Managerial Business Ethics: Replaced ...........ooooo.... PDO172
. . . Organizational Ethics: Replaced ..........cccccveninincnnnn. PDO0173

Doing Business Professionally Corporate Social Responsibility: Replaced .................... PDO174

Working for Your Inner Boss: Personal Ethics in Business Simulation: Replaced ........c..cccconee.. PD0170

ACCOUNEADIILY oo pd_05_a01_bs_enus Ethics in BUSINESS w.....ouuvvveumerevieeereeineecneeeieeeeeeenans BLTPDO17

Managing from Within: Self-empowerment pd 05 a02 bs enus

Goals and Setting Goals .........ccocevueeeecenennne pd 05 a03 bs_enus Living a Balanced Life

Creating a Positive Attitude ..........cccceevuenene pd_05 a04 bs enus o )

Pursuing Successful Lifelong Learning ... pd 05 205 bs enus Finding Your Life Balance ..........cccoceevieievieneeienieiee PD0181

Doing Business Professionally Simulation ............... PDO0SA SUCCESS OVET SLIESS ..eovvviriieriiiiiienireeniienie et PDO0182
Strategies for Better Balance ...PDO183
Living a Balanced Life Simulation ..........ccccccoceveneenene PD0180

Creativity and Innovation in the Workplace

The Foundations of Creativity and Innovation ............... PD0031
PD0032
PD0033

Generating Creative and Innovative Ideas

Evaluating Creative and Innovative Ideas

Living a Balanced Life .......cccoceviiiieninieiinieienee BLTPDO18

Dealing with Organizational Change

Perspectives on Organizational Change:

Implementing Creative and Innovative Ideas ............... PD0034 Replaced.......ccovveirieineinieiiiecnctee e PD0191
ST UL
t t :
Creativity and Innovation i the Workplace .......... BLTPDO03 REPICEd. oo D013
. Dealing with Organizational Change
B Fast-tracking Your Career Simulation: Replaced ..........ccoorvrveveriemuereersieeeeeeeereenans PD0190
Dealing with Organizational Change Blended
tY the Fast Track ......cccccvevevvennennee PDO131
Get Your Career on the Fast Trac Learning TOOIKt..........covvvveereorsseeeeseeseoeereerereeeeeessee BLTPDO19
Basic Business Skills to Get You on the Fast
TTACK vttt PD0132 Probl Vi d Decisi King f
. . ropbliem-solving an ecision-making ror
Communication Skills to Fast-track Your Busi 9 9
CAICET oo PDO133 usiness
Interpersonal Skills on the Fast Track .........ccccccocevennenes PDO0134 Foundations of Effective Thinking: Replaced ............... PD0231
The Boss FaCtOT .....c.ccovveinieiinieineiiieicineeceecneeeceeeee PDO0135 Framing the Problem: Replaced ............occoooovvervvreennne. PD0232
Improving Your Image ........ccccceeevvvenincenecnnrcnnnennnn PDO0136 Generating Alternatives in Problem Solving:
Fast-Tracking Your Career Simulation ..................cc....... PDO0130 Replaced........coeveriniinieiiiiiiiieecee e PD0233
Dynamic Decision Making: Replaced ...........ceverurennnnne PD0234
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Implementing and Evaluating a Decision: B Project Management for Non-Project Managers
Replaced ......ooveeiieieiecieeee e PDO0235

Problem Solving and Decision Making in Project Management Fundamentals .......... proj 01 a0l bs enus
Groups: Replaced .........coveeveenieinneniniecnecnenceeenne PD0236 Transitioning into a Project Management Role proj 01 _a02_bs_enus
Business Professionalism Simulation: Initiating and Planning a Project proj 01 a03 bs_enus
Replaced ......ooveeiieiieiecieeee e PDO0230 Managing a Project .........ooooocevrrrrosrovoeen. proj 01 a04 bs_enus
R.ationa! Problem Solving and Decision-making Troubleshooting and Closing the Project .. proj_01 a05 bs_enus
Simulation: Replaced.........ccoceeeveeineinevcneceneineinnee PD023S ) " ) - - T~
Problem-solving & Decision-making for Is’irglelgt?(/)[znagement or Non-Project Managers PROJOOIA
Business Blended Learning ToolKit.................... BLTPD023  SHUIAHON e

B Working without a Net - The Business of Risk W Program Management (PMI Standard-aligned)

Risk Basics PDO241 Introductlor; to Pr(l)gram Management ...... proj_02 a0l bs_enus
. P Li ization ...... j_ 02 a02
Approaches to Risk Management ...........cccccceeenenenennnns PD0242 rogram Life Cycle and Organiza 1(;nh proj_02_a02_bs_enus
.. . Program Management Processes and the
Decisions and Risk ........ccccceceiviriniinincneinncncnencns PD0243 Thitiating Process GOUD ...o..r.ooerrvocrreee proj 0203 bs_enus
Strategic Planning and Risk Management .............cc...... PD0244 Program Planning ...........cccccevevveniniennene proj 02 a04 bs_enus
Risk Strategles: The Cuttlng.E.dge s PD0245 The Executing Process Group ... proj_02_a05_bs_enus
Working without a Net: Decisions Simulation ............... PD0240 Monitoring, Controlling, and Closing
Programs .........coceeveeverieninieniniceee proj 02 a06 bs enus
B Achieving Organizational Excellence Through
Critical Thinking B Portfolio Management (PMI® Standard-aligned)
The Role of Critical Thinking in Introduction to Portfolio Management ..... proj_03_a0l_bs_enus
OrganizZationsS.......c.ueevueerieenieeieerreenieenteeeeesireeieeseeenanes PDO0251 .
i . o Portfolio Management Processes and the
Developing Fundamental Critical Thinking Organization...........c.ceevevevevevevveeeneenennns proj_03_a02 bs_enus
SKILIS vttt PD0252 . A
) o o Portfolio Management Process Groups .... proj_03 a03 bs_enus
Strategies for Facilitating Critical
TRINKING ..oovveiieieiee e PDO0253 - . .
Critical Thinking Skills for Managing ....................... PD0254 :I';m:::l)ma"ageme"t Foundations (PRINCE2-
Organizational Scope of Critical Thinking ..................... PD0255 9
Critical Thinking Strategies Simulation ...........c.cc.ceeeee. PD0250 Overview of Project Managing a
PRINCE2-aligned Project .........ccceeuvennenne proj 04 a0l bs_enus
B Business Professionalism Project Planning and Controlling a
PRINCE2-aligned Project ..........ccccoeuenee proj_04 a02 bs enus
Personal Accountability: Working for Your Managing Quality and Risk in a
Inner Boss - Replaced........c.cccocevininininninincncncncns PD0261 PRINCE2-aligned Project ............covee... proj_04 a03 bs_enus
Self-empowerment: Managing from Within: Initial and Ongoing Processes in a
RePlACEd ...t PD0262 PRINCE2-aligned Project ...........ccccueuene.. proj 04 a04 bs_enus
Goals and Goal Setting: Replaced PD0263 Controlling, Managing and Closing a
Developing a Positive Attitude: Replaced ...................... PD0264 PRINCE2-aligned Project ..........cccccoucvene. proj_04_a05_bs_enus
Successful Lifelong Learning: Replaced ........................ PD0265 Techniques for Managing a PRINCE2-aligned
. . . . . PrOJECt vt proj 04 a06 bs_enus
Business Professionalism Simulation:
RePlACEd ..t PD0260 . .
Professionalism in Business Simulation ........................ PD026S B Project Management Essentials - (PMBOK®
Guide - Third Edition-aligned)
PROJECT EFFECTIVENESS An Introduction to Project Management .................... PROJOS11
Project Lifecycles and Stakeholders ............cccceoeneeee. PROJ0O512
PROJECT MANAGEMENT CURRICULUM jeet Leeyeres 8
Introduction to Project Process Groups and
Initiating a Project .........coceveeieneneeniinieieseeieeeeee PROJO513
Project P1anning .........ccccocevenirenineneceenceeeee PROJO514
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Executing, Monitoring & Controlling, and

Closing a Project........cccceveevienienieneenienieieniens PROJO515
Project Management Essentials Simulation PROJ0O510

Project Management Essentials .........c.ccccooeveenennne BLTPROS1

Project Integration Management (PMBOK®
Guide - Third Edition-aligned)

Initiating a Project and Preparing the

Project Plan.........oocevivieniieiiieeeeeeee e PROJO521
Project Integration: Executing and
Completing a Project .........ccceoeeirinenenenecncrcieeee PROJ0522

Project Scope Management (PMBOK® Guide -
Third Edition-aligned)

Planning Project SCOPE .....cccevevererenienieeiriceeieene PROJ0531

Controlling Project SCOpe .......cccceveevvinierieneeiienieienne PROJO532

Project Time Management (PMBOK® Guide -
Third Edition-aligned)

Elements of Project Time Management ...................... PROJ0541

Project Scheduling .........cccocevieiiereeiiinieieeeiesceee PROJO542

Project Cost Management (PMBOK® Guide -
Third Edition-aligned)

Estimating Activity COStS ......cccevererenienieerenienieeenes PROJ0OS51
Budgeting and Controlling Costs .........cccceeeeereerueneennee PROJ0552

Project Quality Management (PMBOK® Guide -
Third Edition-aligned)

Planning for Quality ........ccccooeviriininineiniicrceeee PROJ0561
Performing Quality Assurance and Control ................ PROJ0562

Project Human Resource Management (PMBOK®
Guide - Third Edition-aligned)

Elements of Project Human Resource

MaNAZEMENL ......eevrieiieiiiierieeite e PROJO571
Implementing Project Human Resource
Management ..........ccceevererienenierieenieneere e PROJO572
Project Human Resources Management
SIMUIAtIoN. ......oveiiiiiiiiiiiciec e PROJ0570

Project Communications Management (PMBOK®
Guide - Third Edition-aligned)

Communications Planning and Information

Performance Reporting and Stakeholder
ManageMEeNL .......eovveeriieiieeieenite ettt PROJ0582

Project Communications Management Simulation ....PROJ0580

Project Risk Management (PMBOK® Guide -
Third Edition-aligned)

Planning and Identifying Project Risk ..........ccccoueueee. PROJ0591
Analyzing Project RisK ......c..coceevevievieiiiininininicne PROJ0592
Responding to and Controlling Project Risk .............. PROJ0593

Project Procurement Management (PMBOK®
Guide - Third Edition-aligned)

Planning Project Procurement and Requesting

Seller Responses.......cceoveeeuireereriineneeeeeesie e PROJ0601
Choosing Sellers and Administering and

CloSINg CONLIACES .....veeuvereeeiieiieiesieeieeeeiesieeee e e PROJ0602
Project Procurement Management Simulation ........... PROJ0600

Managing Software Project Outsourcing

Making the Right Outsourcing Decision ............... 232192_ENG
Planning the Outsourcing Deal ...........c.cccecvrenenne. 232202 ENG
The Outsourcing Project .........c.ccocevevevenncrenenne. 232209 ENG
Determining Project Quality Standards and

MILESTONES ...ttt 232224 ENG
Measuring Project Outsourcing Success ............... 232292 ENG

Project Management Professional Responsibility

Ethics and Professional Knowledge ...........c.cccceoeneeee. PROJ0041
Stakeholder Interests and Cultural Diversity .............. PROJ0042

Project Management for IT Professionals

Introduction to IT Project Management ..................... PROJ0351
Functions of IT Project Management ..............cccceueenn. PROJ0352
The Life Cycle of an IT Project ......cccccoveeeivenieneennne. PROJ0353
Managing the Execution and Control of IT

PrOJECES vttt PROJ0354
Managing Efficiencies of IT Projects ..........cccceeuveunenne PROJ0355
Project IT Management Simulation - The Early

STAZES ..ttt PROJO350
Project IT Management Simulation - Design to

ROIOUL. ... PROJ035S
Final Exam: Project Management for IT

Professionals .........cceveeeieiiinieeeee FE0013_eng

DiStIIDULION. ......veeivecceee e PROJ0581
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Strategic Project Management for IT Projects

Strategic Planning and Positioning for IT

PrOJECES e PROJ0361
Strategic Approaches to Managing IT Projects ........... PROJ0362
Estimating the IT Project Work Effort ..........ccccceceee PROJ0363
IT Project Leadership, Authority &

Accountability .......cccooeririeriiieieeeee e PROJ0364
Managing Multiple IT Projects .......c.cccccceecevenenennennne PROJ0365
Cost Management and IT Project Trade-offs .............. PROJ0366
Strategic Project Management for IT Projects

SIMUIALION. ...t PROJ0360
Final Exam: Strategic Project Management for

IT PrOJECES eveeeenieeeieieeieeieeee e FE0014_eng
Test Prep

TestPrep Certified Associate in Project
Management (CAPM) ......cccevvriininicncnicnennene TPCAPM _ENG

TestPrep Project Management Professional
(PMP) PMBOK Guide Third Edition Aligned TPPMP3ED ENG

Mentoring Assets

Mentoring Project Management Professional
(PMP) PMBOK Guide Third Edition Aligned........... mntpmp3ed

Mentoring Certified Associate in Project
Management (CAPM) PMBOK Guide Third Edition
ALGNEA ..o mntcapm3ed

Project Management Express Guide Series

Project Management Professional
Certification (PMP) 2005 Express Guide ............ _pc_eg 444123

PROJECT EFFECTIVENESS
TEAM BUILDING CURRICULUM

High-Performance Onsite-and Virtual Teams

Launching Successful Virtual and On-site
TEAMS ..eoeveeiieeiiecieeete e team_01 a0l bs enus

Leading High-performance On-site Teams team 01 a02 bs enus
Leading High-performance Virtual Teams team 01 a03 bs enus
Facilitating Virtual and On-site Teams ....team_01 a04 bs_enus

Creating Virtual and High-Performance Teams

Bl Creating High-performance On-site and Virtual

Teams

Launching Successful On-site and Virtual

Teams: Replaced .......cccooeeiriiiiininiieeceee TEAMO151
Leading Successful On-site Teams: Replaced .......... TEAMO152
Leading Virtual Teams: Replaced ........cccoevvveennnee. TEAMO153
Facilitating On-site and Virtual Teams:
Replaced........ooeiuereieieieeeeee e TEAMO154
Creating High-performance On-site Teams

Simulation: Replaced .........cccceveevienienienenieieeieene TEAMO150
Leading Virtual Teams Simulation: Replaced .......... TEAMO15S
Creating High-performance On-site and

Virtual Teams.......cccecvveririnenieiiiieneneiceeeceeiene BLTTEO15

Participating in Teams

Effective Team-building Strategies ..........c.ccccceeueee. TEAMO171
Effectively Communicating in Teams ........c..cc.c....... TEAMO0172
The Individual's Role in a Team .........cccccevrenenennee. TEAMO173
Participating in Teams Simulation ..........c..c.cccceenee. TEAMO0170
Participating in T€ams .........ccccoeceeirenenenieceecncnnenn BLTTEO17

Making Teams Work: Capitalizing on Conflict

Team Conflict: The Seeds of Dissent .........c..coucuee. TEAMO0211
Analyzing Workplace War Zones ........c.ccceeveeeenenne TEAMO0212
Getting Past Clashes: Valuing Team Diversity ........ TEAMO0213
Conquering Conflict through Communication ......... TEAMO0214
The Path to Peace and Harmony .........cccccceevevienenee. TEAMO215
Manager's Performance Guide - Team Conflict

SKIlIS. vttt TEAMO0216
Making Teams Work Simulation ............ccccoceeeeneee TEAMO0210
PROJECT EFFECTIVENESS

BUSINESS ANALYSIS

Certified Business Analysis Professional
(CBAP™)

Core Concepts in Business Analysis ........ cons_01 a0l bs enus

Enterprise Analysis and Making a Business
CASC .ottt cons 01 a02 bs enus

Introduction to Requirements Planning ....cons 01 a03 bs_enus

SIMUIAtION. ...t TEAMOO1A Requirements Planning and Management cons_01_a04_bs_enus
Leading High_performance Vlrtual Teams EllCltlng Requirements ............................. COnS_Ol_aOS_bS_enuS
SIMUIALION. ....eviiiiieieiiee e TEAMOO1B Analyzing Requirements Using Models .. 'c0n370 173067bsienus
Refining and Documenting Requirements cons 01 a07 bs_enus
Communicating and Implementing Requirements cons_01 a08 bs enus
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SALES AND CUSTOMER FACING Using Business Tools to Manage Sales Teams .......... SALE0152
SKILLS Motivating a Winning Sales Team ..............cccocvene.... SALEO0153
Communicating in Sales Teams ........c.ccccoecevererenene SALE0154
SALES CURRICULUM Sales Team Management Simulation ..............cc........ SALE0150
B Field Sales Skills Selling at the Executive Level
Field Sales FOUNAtions ......cooooccoocvvvvisnsiiinniniinnnn SALE0101 Prepare for SUCCess .......cocvevverieiiinininieicecrcene SALE0221
Planning Your Field Sales Approach ....................... SALE0102 Strategic Planning ...........cceceveevinienenenienieienens SALE0222
Applying Your Field Sales Approach ...........ccoeueeee. SALEO0103 Progressing through the Complex Sale .... SALE0223
Completing Your Field Sales Approach ................... SALE0104 Presenting Your Proposition ...........cccceceveneecncnnnn SALE(0224
Field Sales Skills Simulation ..........c.ccocevvenevieennnnnn SALE0100 Negotiating to Mutual Benefit .............oooooocovrrrrrrr, SALE0225
Field Sales Skills Blended Learning Toolkit BLTSA010 From Executive-level Sale to Strategic
Partnership........coocooeeeeiiiiiiieeeeeee SALE0226
B Territorial Account Sales Skills Preparing for the Executive-level Sale
o SIMUIALION ... SALE0220
The Territorial Account Sales Approach ................... SALEO111 Progressing through the Complex Sale
Understanding Your Target Customer's SIMUIALION .. SALE022S
Busméss ......... i SALEO112 Closing Exccutive-level Sales Simulation ............ SALE022T
ggz:itlllvzly Using Customer-focused Research SALEO113 Selling at the Executive Level Blended
B srrrrrrrrnrnnn Learning TOOIKIt . ... ovrrvvveeeeeeerrresseseeeeeeeseeeeeeeeenns BLTSA022
Gaining Access to Key Personnel at Your
Target ACCOUNLS......cccuereeuinieienieeieetetenie et SALEO114 . A . . .
Delivering Highi ¢ Territorial A . SalesUniversity Sales Orientation: Professional
elivering High-impact Territorial Accoun e
Sales (TAS) Presentations ...SALEO115 Selling in the Knowledge Economy
Territorial Account Sales Skills Simulation ............... SALE0110 The Profession of Selling .........cccocevevevevevereeeiiienanes SALE0401
Professional Selling in the Knowledge
B Inside Sales Skills ECONOMY ....oooveovenecveeessee s SALE0402
. Professional Selling in the Knowledge
Preparing for Outbound Sales Calls ... . SALE0121 Economy Simulation .............cccc.eveeeerervereeresrreeneesnnen. SALE0400
Initiating Outbound Sales Calls .........cccooceveirenrnnnne SALE0122
Completing Outbound Sales Calls .........ccecveverennne SALEO0123 SalesUniversity Sales Math 101: Developing a
Preparing for Inbound Sales Calls ..............ccoevevunenn. SALE0124 Sales Plan for Success
Completing Inbound Sales Calls .........ccoceverrerrnnne SALE0125 .
) ) ] ) Sales Math 101: Developing a Sales Plan for
Inside Sales Skills Simulation ..............coocvveeeeeen SALE0120 SUCCESS w.vvvvrrsvvveeeeessssssoosssees e SALE0411
Inside Sales Skills Blended Learning Toolkit ........... BLTSA012
SalesUniversity Sales Manufacturing: A Success
B Strategic Account Sales Skills Model
The Strategic Account Sales Approach ...........c......... SALEO131 Sales Manufacturing (TM): Identifying Sales
Understanding Your CUStOMer .............oocooeevereeeeen. SALE0132 OPPOTTUNITIES ..ottt SALE0421
Conducting Effective Sales Research Meetings ......... SALE0133 Sales Manufacturing (TM): Sales Production ........... SALE0422
Working with Your Customer's Key Players ............. SALE0134 Sales Manufacturing: Opportunity
. . . Development Simulation...........ccceeveeeerineeecnennnn SALE0420
Delivering High-Impact Sales Presentations ............. SALEO135
Strategic A t Sales Skills Simulation ................. SALEO0130 . . . .
o ech CCOUTT SaTes 1 s Simutation SalesUniversity Communication 101
Strategic Account Sales SKills ........ccccceviriiininccne BLTSAO013
Sales Communications Foundations SALE0431
B Sales Team Management Sales Communications Essentials .............c.cccceoeunn.. SALE0432
Telesales C 1CAtIONS .eveuvveireeceieerieceees SALE0433
Building a Winning Sales Team ........c.cccceeeveeniennne. SALEO151 clesaies omr.nun.lca 1ons ) ) )
Sales Communication Techniques Simulation .......... SALE0430
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SALES AND CUSTOMER FACING B Customer Service Representative, Skills
SKILLS Customer Interactions ..........c..cccoecevvevennne. cust_07_a01_bs_enus
CUSTOMER SERVICE CURRICULUM Communication SKill§ ...........cccevrrerrennnnn cust 07 _a02_bs_enus

Conlflict, Stress, and Time Management ... cust 07 a03 bs_enus

B Customer Support, Professionalism

B Customer Service Representative, Process
The Customer Support Specialist (CSS) ...cust 01 a0l bs enus

Support Center SErvices .........ccoceeveevervensnn cust 01 _a02 bs_enus Customer Service Processes and Procedures cust_08_a01_bs_enus
Establishing Team and Customer Relationships cust 01 a03_bs _enus Quality in a Support Center ..........c..c..c.... cust_08_a02 bs_enus
Customer Support Specialist Professionalism Support Center Tools, Technologies and
SHMUIALON. ..o CUSTO001A MEITICS oo cust_08_a03_bs_enus
Dealing with Irrational Customers and
B Customer Support, Skills Escalating Complaints...........cccccerueeeenene cust 08 a04 bs enus
Interacting with the Customer ................... cust 02 a0l bs_enus B How to Excel at Customer Service
Effective Communication SKkills ............... cust 02 _a02 bs enus o ) )
Managing Conflct, Stress,and Tim ...... cust_02_a03_bs_enus CUIE, R0 e CUSTONOL
Customer Support Specialist Simulation .................. CUSTO002A Fundamentals of Exceptional Customer
Service: Replaced.........cocevvieieriieniinieieneeiesceie e CUSTO0102
B Customer Support, Process The Voice of the Customer: Replaced .............c......... CUSTO0103
Customer Service Procedures ................... cust 03 a0l bs_enus Advancing Your Service Expertise: Replaced CUST0104

Managing the Quality of the Customer Support Customers, Conflict and Confrontation:

Service Center ... cust_03_a02_bs_enus Replaced......cooueviieiiiieieieeee e CUSTO0105

Management Tools and Metrics ................ cust 03 _a03 bs_enus Overcoming Challenging Service Situations:
Replaced.....ccovveieieieieecceeee e CUSTO0106

B Excelling at Customer Service ?:;gg;izslii\;f;cfg CellencetheEXCEL .................. CUSTO0107

Corporate Culture: Building the Service Service Stars and Service Teams: Replaced .............. CUSTO0108

Foundation...........cceevueeeenieeienienieieeeeiene cust 05 a0l bs_enus Excelling at Customer Service Simulation:

The Fundamentals of Exceptional Customer Replaced.....ccooveieieieieeeceeee e CUSTO0100

SEIVICE .vviiiiicieeeiie ettt cust 05 _a02 bs enus Customer Service Simulation: Replaced ................... CUSTO010S

The Customer's VOICE ....c.ocvevverevevierienenne cust 05 _a03 bs enus How to Excel at Customer Service .........ccoceeeeveeennns BLTCUO010

Advancing Service Expertise .................... cust 05 a04 bs_enus

Customers, Confrontation and Conflict ....cust_05 a05 bs_enus B Frontline Call Center Skills

Overcoming Difficult Service Situations .. cust_05_a06_bs_enus The Call Center INAUSLEY ..eevrreeeereeereseeeeseeeen CUSTO111

Egs elijl)e(ril;:.li AcronymlnstllhngSeerce cust_ 05 a07 bs_enus Call Center Communication Skills ..........cccccceeerenene. CUSTO112
Call Center Customer Service .......c..cccveevreeererennen CUSTO113

Service Teams and Service Stars cust_05_a08 bs_enus

Excel at Customer Service Simulation ...................... CUSTO005A CUSTO114
CUST005B Frontline Call Center Skills Simulation ..................... CUSTO110

Call Center Telephone Sales

Providing Customer Service Simulation ..................

B Customer Service Representative, B Measuring Customer Satisfaction

Professionalism Discovering What Your Customers Want ................. CUSTO0131
The Customer Service Representative (CSR) cust_06_a01_bs_enus Developing Customer Satisfaction Surveys .............. CUSTO0132
Support Center Services and Work Environment Customer Satisfaction: Analysis and

It cust 06 _a02_bs_enus IMPlementation. ..o CUSTO0133
Team and Customer Relationships ........... cust 06 a03 bs enus Measuring Customer Satisfaction Simulation ... CUSTO0130
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Internal Customer Service

Excellence in Internal Customer Service ................... CUSTO141
Working With Internal Customers ...........ccccceeeveeneene. CUSTO0142
Overcoming Internal Customer Service
Problems........cooeeiirinirineieicieenec e CUSTO0143
Internal Customer Service: Conflict and
Complaints SImulation .........c.cccceeeeirineneneineneeene CUSTO0140

Internal Customer Service Agent Skills

The Customer Service Agent in Action .................... CUSTO151
Professional Skills for Customer Service

AENES it CUSTO0152
Managing Challenges in Customer Service ....CUSTO0153
Cross-selling in a Customer Service Call .................. CUSTO154
Customer Service Agent Skills Simulation ................ CUSTO0150
Technical Support Agent Skills

The Contact Center and Technical Support

AZENE ..ottt CUSTO161
Technical Support Essentials ....CUSTO0162
Assessing Customer Behavior ..........ccccooceveinicncnnne CUSTO163
Technical Support Agent Survival Skills ................... CUSTO164
Technical Support Agent Skills Simulation ............... CUSTO0160

Managing A Customer-Focused Department

Identifying Your Customer's Expectations ................ CUSTO171
Using Surveys to Measure Customer

Satisfaction CUSTO0172
Bridge The Expectations Gap ........ccccecevvervineeuennenne CUSTO0173
Leading A Customer-Focused Team ...........ccccceueuee. CUSTO0174
Managing a Customer-focused Department

SIMUIALION. ...c.evieiicirciicerceeee s CUSTO0170

IT Infrastructure Library (ITIL) Foundations V3

B IT Infrastructure Library (ITIL) Foundations

ITIL: The Service Desk and Incident

Management ...........cceeeererienenieneniene et nieens CUSTO0181
ITIL: Configuration and Release Management ......... CUSTO0182
ITIL: Service Level and Capacity Management ........ CUSTO0183
ITIL: Problem and Change Management .................. CUSTO0184
ITIL: Continuity and Availability Management ........ CUSTO185
ITIL: Financial and Security Management ................ CUSTO0186

Inbound Call Center Management

The Inbound Call Center ..........ccceceververencenenennenn CUSTO0211
Inbound Call Center Management: Leadership ......... CUSTO0212
Inbound Call Centers: People Management .............. CUSTO0213
Inbound Call Center Technology .........ccccoceveerucnene CUSTO0214
Performance Metrics for an Inbound Call

CONLET ..ottt CUSTO0215

Mentoring Assets

Mentoring Information Technology

Infrastructure Library Foundations (ITIL).................... mntitilfvl
Mentoring ITIL V3 Foundation (ITV3F) ......ccccccevenenneee mntitv3f
TestPreps

TestPrep Information Technology
Infrastructure Library Foundations (ITIL)....... TPITILFV1_ENG

TestPrep ITIL V3 Foundation (ITV3F) ............. TPITV3F_ENG

SALES AND CUSTOMER FACING
SKILLS

CONSULTING SKILLS

Consulting with the External Client

Essentials of External Consulting ..........ccccceeeerenene. CONSO111
ITIL V3 - ITIL and the Service Lifecycle ..... ib_itil a0l it enus The Client-Consultant Relationship ...........cccceeuenene CONSO0112
ITIL V3 - Service Strategy Fundamentals ....1ib_itil a02 it enus Diagnosing and Planning CONSO0113
ITIL V3 - Service Strategy Processes ........... ib_itil a03 it enus Managing Delivery ........c.ccocoveveieiineneneeececene CONSO0114
ITIL V3 - Service Design Fundamentals ...... ib_itil_a04_it_enus Evaluation and ReVIEW ........ccccecvevieienieeienienieieeiens CONSO115
ITIL V3 - Service Design Processes ............. ib_itil a05_it_enus Consulting with the External Client
ITIL V3 - Service Transition Processes and SIMUIALION ..o CONSO110
Principles .......ooeeeirineiieeeeeeee ib_itil a06 it enus
ITIL V3 - Service Operation Principles and Consulting with the Internal Client
Functions ........coceeeeenieieneenienieie e ib_itil a07 it enus
ITIL V3 - Service Operation Processes ........ ib_itil a08_it_enus Essentials of Internal Consulting CONSOI121
ITIL V3 - Continual Service Improvement Internal Consulting SKills .........ccceoivinineninicne CONSO0122
Fundamentals...........cocorinineneiniicieeee ib_itil a09 it enus
; ' LQ .
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Establishing a Relationship with Internal

CHENLS...ccvieiiieieecreeee e ... CONS0123
A Workable Solution for Internal Clients CONSO0124
Evaluating Internal Assignments ............cccceceverueneee CONSO0125
Consulting with the Internal Client

SIMUIAION. ....eeviiiieeie e CONSO0120
Internal Consulting for the Technical
Professional

The Technical Professional as Internal

Consultant ... CONS0131
Creating Effective Contracts ..........cocceeeeveeveenernennene CONSO0132
Using Data as a Technical Professional

COoNSUIANT.......oviiiiiiceic et CONSO0133
Resistance and Technical Professional

ConSUItANTS .....cveeievieiiieie e CONSO0134

SALES AND CUSTOMER FACING
SKILLS

INDUSTRY FOUNDATIONS

Industry Overviews

The Automotive Industry Overview: Version 2 indo_01 a0l _bs_enus
The Oil and Gas Industry Overview: Version 2 indo_01 a02 bs enus

The Pharmaceutical Industry Overview:
VErsion 2 ..ccceeuieeerieeieniieieneeiesieeeeee e indo 01 a03 bs enus

The Food and Beverage Industry Overview:
VEISION 2 ..o indo 01 a04 bs enus

The Health Care Industry Overview: Version 2 indo 01 a05 bs enus
The Banking Industry Overview: Version 2 indo 01 _a06_bs_enus

The Manufacturing Industry Overview: Version
e indo 01 a07 bs_enus

The Retail Industry Overview: Version 2 indo 01 a08 bs enus

The Telecommunications Industry Overview:
VErsion 2 ..cceevvieeerieeieniieieneeiesieeieee e indo 01 a09 bs enus

The Insurance Industry Overview: Version 2 indo 01 al0_bs_enus

Industry Overview Series

Industry Overview: Information Technology indo 02 all bs enus

Industry Overview: Federal Government . indo_02_al2 bs_enus

NETG BUSINESS
COMMUNICATION

B Communication Skills Curriculum

Organizational Communication: The

Fundamentals .........cccooeoeininininieeceen en_US 45241 ng
Organizational Communication: Communicating

in the Workplace ..........ccoceevveeienienieniieieienienns en_US 45242 ng
Organizational Communication: Managing

ComMUNICAtION ...t en_US 45243 ng
Advanced Business Communication: Guidelines

for Effective Communication...........c.ccc.cceeunee. en_US 45271 ng
Advanced Business Communication: Business

Writing for Results .......ccoovvivirineneeceee, en_US 45272 ng
Advanced Business Communication: Effective

Business Communication...............cceeveeveruennenns en_US 45273 ng

NETG BUSINESS
CUSTOMER SERVICE

B Customer Service Curriculum

Customer Relationship Management:

Fundamentals of CRM .........ccccoceviniiiiccncne. en_US 44031 ng
Customer Relationship Management:
Implementing CRM..........coceeirinineneece. en_US 44032 ng

Customer Relationship Management: e€CRM ..en_US 44033 ng

NETG BUSINESS
ECONOMICS

B Economics Curriculum

Economics: Basic Concepts in Microeconomics en_US 48812 ng
Economics: Products and Markets .................. en US 48813 ng
Economics: Foundations of Macroeconomics .en_US 48814 ng

Economics: The Principles of Economics ....... en_US 48811 ng

NETG BUSINESS
GOVERNMENT

B Government Curriculum

Government Contracting: Overview of
Government Contracts..........coceeeveerueeeeniennens en_US 49921 ng

Government Contracting: Working with
Government CONtracts..........eeeevvereerveeeenenienns en_US 49922 ng

NETG BUSINESS
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HUMAN RESOURCES & WORKPLACE
ISSUES

German Laws for Equality of Treatment

AGG (GETA) - Information for Employees .... KN00012218 ng
AGG (GETA) - Information for Management KN00012219 ng

Knowledge Management Curriculum

Organizational Learning: Developing a

Knowledge Management System .................... en US 44601 ng
Organizational Learning: Transferring

Knowledge within an Organization................. en_US 44602 ng
Organizational Learning: Deploying a

Knowledge Management System .................... en US 44603 ng
E-Learning Essentials Pt. 1: E-Learning and

Successful Strategy........ccovvveverieriereeninieiene en_US 48301 ng
E-Learning Essentials Pt. 2: Marketing Your

SOIULION ..o en_US 48302 ng
E-Learning Essentials Pt. 3: Deploying and

Measuring Your Solution ...........cccceeeeereeneneene en_US 48303 ng

Human Resources Curriculum

Exit Interviewing Skills: Preparing for an

EXit INterVIEW ..uvevveniieeieiieieiccieeceee e en_US 47014 ng
Exit Interviewing Skills: Conducting an Exit
INEETVIEW ..o en_US 47015 ng

Exit Interviewing Skills: The Termination
ProcCess.....cccoevieiiinieiiiiiiiiiicccc en_US 47016 _ng

NETG BUSINESS
MANAGEMENT AND LEADERSHIP

Management Curriculum

Business Case: Preparing ..........ccccceeeveviernenene en_US 41095 ng

Organizational Behavior: Organizational
Dynamics for Individuals ..........ccceceririnnnne. en_US 41101 ng

Organizational Behavior: Organizational
Group Dynamics..........cevververienieniennienieneenens en US 41102 ng

Organizational Behavior: The Organizational
SYSEEIM ettt en_US 41103 ng

Managing the Expert: Understanding Experts en US 41201 ng
Managing the Expert: Developing a Successful

Managing High Performers: Defining and

Finding High Performers............ccccevveienenncne en_US 41222 ng
Managing High Performers: Implementing

Recognition Programs ..........ccccocevevenieiecnnenne. en_US 41223 ng
Balanced Scorecard: Corporate Strategy ......... en_US 41401 ng
Balanced Scorecard: Implementing ................. en_US 41402 ng

Balanced Scorecard: Measuring Business
ODJECHIVES ..ttt en_US 41403 ng

en_US_41411 ng
en_US_41412 ng
Talent Management: Developing Talent ......... en US 41413 ng

Talent Management: Knowing Talent

Talent Management: Selecting Talent

Remote Manager Practices - Hiring a
Telecommuting Employee..........ccccevveeieniennnne en_US 41416 ng

Remote Manager Practices - Communicating
with Employees .......ccoeveiieiiniiereececeen en_US 41417 ng

Remote Manager Practices - Motivating
EMPIOYEES ...couveeieiieiieieieeeeeeeee e en_US 41418 ng

Remote Manager Practices- Monitoring
Employee Performance ..........ccccoocevenieecencnne. en_US 41419 ng

Remote Manager Practices- Delivering
Performance Evaluations.........c..ccccocevveieeencnne. en_US 41420 _ng

Remote Manager Practices- Managing Poor
Performance ..........coceeeveininiiineeeeeen en_US 41421 ng

Leadership Curriculum

Goal Setting: Reaching Individual Goals ........ en US 46031 ng

Goal Setting: Goal Setting Tools for
MANAZETS ..ottt en US 46032 ng

Goal Setting: Organizational Goal Setting ...... en US 46033 ng

Executive Level Leadership: Becoming an
Executive Leader.......c.cooeoeriiininenenecce, en_US 46204 ng

Executive Level Leadership: Change and the
Executive Leader..........cccocvvveninincnccncncnes en_US 46205 ng

Executive Level Leadership: Leadership and
ComMMUNICAtION ..vveeneiieiieeeeieeeeie e en_US 46206 ng

NETG BUSINESS
OPERATIONS

Operations Curriculum

Quality Management: The Quality Management
ProCess .cc.vevveeiiniiiiiiicicrecee en_US 44711 ng

Quality Management: Quality Management Tools en_US 44712 ng

Environment .........cccoceeeiieiieeiiieiieceeiee e en US 41202 ng Quality Management: Business Process
Managing the Expert: Managing the Unique Improvement ..........cccceeereeninienienieneeeeicnene en_US 44713 ng
Needs of EXPErts.....ccuoeevveireerieiieeirieeeens en_US 41203 ng Operations Management: Fundamentals of
Managing High Performers: Creating a Operations Management..............ccccevveeeereennenns en US 44721 ng
Retention Strategy .........cocceeeveeveerercnennennne. en_US 41221 ng Operations Management: Operations Components en_US_44722 ng
. e Q .
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Operations Management: Operations Management
TOOIS .t en_US 44723 ng

ISO 9001: 2000: Overview of Standards ........ en_US 44731 ng
ISO 9001: 2000: Implementing Standards ...... en US 44732 ng
ISO 9001: 2000: The Auditing Process .......... en_US 44733 ng
Total Quality Management: Fundamentals ..... en_US 44851 ng
Total Quality Management: Principles ........... en US 44852 ng

Total Quality Management: Implementation and
TOOIS .t en_US 44853 ng

NETG BUSINESS
PERSONAL DEVELOPMENT

Personal Development Curriculum

Remote Employee Practices - Working as a
Telecommuting Employee..........cccceevvereeeeenen. en_US 43009 ng

Business Travel Safety: Domestic Travel ....... en_US 43061 ng
Business Travel Safety: International Travel ..en_ US 43062 ng

Business Travel Safety: Forming a Corporate
Travel Safety Program.........cccccoceevvvvinnineenene en_US 43063 ng

Business Travel Safety: Safety Measures for
TTAVEIRTS .ot en_US 43064 ng

NETG BUSINESS
PROJECT MANAGEMENT

Project Management Curriculum

Advanced Project Management: Building

Productive Stakeholder Relationships ............. en US 41512 ng
Advanced Project Management: Project

Estimating Techniques..........cccoeeveveeveeneeneennene en_US 41513 ng
Advanced Project Management: Managing

Accelerated Projects .........cooeveeeeeeecncncnieneene. en_US 41514 ng
Advanced Project Management: Setting Up a

Project Office......cccvevevieniinieiicieceeeeeeee en_US 41515 ng
Advanced Project Management: Portfolio

Management ..........coceeeereerienenienenieneneeeens en_US 41516 ng

Advanced Project Management: Project
Management Maturity ..........ccceceeeeerencnennnne. en_US 41517 ng

Project Leadership: Leading the Project Team en_US 41521 ng

Project Leadership: Communicating Within a
Project Team.......cccoeeririnienieieeeecceeene en_US 41522 ng

Project Leadership: Overcoming Obstacles ....en_US 41523 ng

Advanced Project Leadership: Organization,
Strategy and Business Needs.........c.cceeeveennenne en_US 41524 ng

Advanced Project Leadership: Navigating

Advanced Project Leadership: Bringing Home

the Value ...c.ooovivieiiiieeceeeee e en_US 41526 ng
Advanced Project Leadership: Selling Project
Management to the Organization ..................... en_US 41527 ng

Project Management: Government en_US 41601 ng
ADVANCED PROJECT MANAGEMENT KN00041603KD_ng

NETG BUSINESS
SALES AND MARKETING

Marketing Curriculum

Principles of Marketing: Fundamentals of
MarKeting ......c.eeeevveruieiereeriieienieseeneeseere e en_US 42401 ng

Principles of Marketing: Product Strategy ....... en_US 42402 ng

Principles of Marketing: Distribution
SEEALEZY evvevvieiieiieeeeee e en US 42403 ng

Principles of Marketing: Promotion Strategy ..en_US 42404 ng
Principles of Marketing: Pricing Strategy ....... en_US 42405 ng

Principles of Marketing: Writing a Marketing
Plan.....c.oooeiieieieeee e en_US 42406 ng

Sales Curriculum

Sales Presentations - Preparing for Sales

Presentations .........ecveeveveenienienienieneeceie s en US 44516 ng
Sales Presentations - Developing High

Quality Sales Presentations .............ccceeveeeennne. en_US 44517 ng
Sales Presentations - Delivering the Sales
Presentation........coceeveevereeniinieneceeneeeeee e en_US 44518 ng
Competitive Selling: Defining Value .............. en US 44541 ng
Competitive Selling: Enhancing Value ........... en US 44542 ng

Competitive Selling: Beating the Competition en_US 44543 ng

Sales Negotiations: Fundamentals of
Negotiation ......c.evveveeeieieieeereee e en_US 44545 ng

Sales Negotiations: Negotiation Strategies ...... en US 44546 ng
Sales Negotiations: Negotiation Execution .....en_US 44547 ng
Sales Forecasting: Forecasting for Success .....en_US 44548 ng

Sales Forecasting: Forecasting Your Own

ACCOUNES....c.veuiiiieniiniieienieete ettt en_US 44549 ng
Sales Forecasting: Applying Forecasting
MEthOdS....cveeiiiieiieiieie e en_US 44550 ng
Relationship Management: Preparing the

Client Relationship .........cccceeeverirenenenecnee. en_US 44565 ng
Relationship Management: Building the Client
Relationship........cccceeieeerieninieecieeceeene en_US 44566 ng
Relationship Management: Maintaining the

Client Relationship ........ccoceeeeerinenenencnenees en_US 44567 ng

Corporate Structures...........cocceevviivicininnnns en_US_41525_ng NETG BUSINESS
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STRATEGIC PLANNING

B Strategic Planning Curriculum

Managing Business Risk: Developing a Risk

Management Plan ...........ccoecevevveniniieneneennene en_US 42521 ng
Managing Business Risk: Risk Assessment and
CONIOL..c.iiiieeiee e en_US 42522 ng
Managing Business Risk: Financing and

Contingency Planning...........ccocevvevienenneennene en_US 42523 ng

NETG BUSINESS
TEAM BUILDING

B Team Building Curriculum

Team Leadership: Developing A

High-Performance Team ...........ccccceecuerieenenene en_US 42204 ng
Team Leadership: Conducting Productive Team

MEELINGS ..ottt en_US 42205 ng
Team Leadership: Promoting Your Team's
Effectiveness.......ooveeverienienienieeieieeceeeeenn en_US 42206 ng
Project Team Management: Participating in a

Project Team........ccoeeverineneieeeecceeee en_US 42221 ng
Project Team Management: Team Building
TeChNIQUES......covveeeieieeeeeieeeeeeceee e en_US 42222 ng
Project Teams: Building a Project Team ........ en_US 42223 ng
Cross-Functional Teams: Goal Setting in a

Cross-Functional Team..........cccccoceeirininnne. en_US 42231 ng
Cross-Functional Teams: Selecting

Cross-Functional Team Members.................... en_US 42232 ng
Cross-Functional Teams: Cross-Functional

Team Development...........ccoeeeeeeeninincnenenne. en_US 42233 ng
Virtual Team Management: Developing Virtual

TEAMS ..ot en_US 42301 ng
Virtual Team Management: Managing Virtual

Team Relationships ........cccoeeveeeeeeincncnenne. en_US 42302 ng
Virtual Team Management: Coaching Virtual

Team Members .......cccoeeeeerienienieieeieeeeeneens en_US 42303 ng

www.skillsoft.com f’a .
83 SkillSoft Corporation ©2007 - Information subject to change. SRTI ﬂ'



	Untitled



